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Foreword 



This pamphlet is one of a series on the use of reference books. The eomplsie 
series constitutes a second edition of ''Reference guides that should be known and 
kow to use them/' which first appeared in 1916 as a text book for high and normal 
islioolS- 

The revision treats important phases of reference work in separate pMnphlett, 
flltt making it possible to grade the work, or to select the pamphlets best fitted td 
tt^et individual needs. Generally speaking, any one of the pamphlets can be 
Mmi^eted in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in Afferent years. If one subject per term were given in consecutive order to 
IftigliBh classes, in high schools, beginning with the B8 of junior high and ex- 
fending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
denied early in the school course, the most important subjects could be crowded 
ittto the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
■lowly or rapidly or to lower or to upper grade students. 

1 — ^Webster's New Iirtemational Dictionary 

2 — New Standard Dictionary 

3 — ^Encyclopaedias 

4 — ^Parts of a book 

5 — ^Atlases; city directories; gazetteers 
^ 6 — Concordances 

^ 7 — Library classification and card catalogue 

1 8 — ^Indexes to periodical literature 

9 — Year-books 
10 — Commercial indexes 

II — Important publications of city, state and federal governments 



^^r' The inclusion of specimen pages from the reference books studied makes 

i,^ it possible for each student to follow all illustrative examples without making a 
I trip to a library and waiting to have access to the complete reference work. 
^ No library will furnish a sufficient number of copies of expensive reference 
^- books to supply large classes adequately for detailed study; neither could a 
^^ library afford to have pages in expensive reference books as badly worn and 
mariked as they would become if many students were required to consult them for 
ptrepared lessons. 
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Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neoes- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The foUawing ptxragmphs are taken front the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Webster's EMctionaries 

No branch of reference work is so important as is a thorough understanding 
of what can be found in recent dictionaries. They constitute in pith and essence 
yeritable encyclopsedias, and give in addition much information not found in en- 
cyclopsedias proper. We have become so accustomed to the word "dictionary" 
that we have lost a realization of its paramount place among reference books. 
When the characteristic way of entering information is once thoroughly under- 
stood, the use of a dictionary becomes a revelation and a delight. 

"Webster's Dictionary" is a title which is probably better known in the coun- 
try than is that of any other one purely reference book. We have been using 
different editions of this dictionary for about one hundred years. The first 
Webster dictionary of any importance was published in 1828. In 1840 the first 
edition of the famous *^ Unabridged'^ appeared. In 1890 the "Unabridged" was 
thoroughly revised under the title of ^^ International In 1909 the "Interna- 
tional" was thoroughly revised under the present title of the **New Internet 
Hanoi,** which has passed through several editions. 

It is as important to have the last edition of a dictionary as it is to have the 
last edition of a telephone directory, or a city directory. The word "Webster" 
18 not sufficient, the exact title must also be considered. A careful study of the 
New International edition of Webster's dictionary is given on the following pages. 

Language Changes 

Language grows and decays just as does everything else connected with life. 
New words are constantly being bom because of new conditions, and old words 
have passed out of use, that is have become obsolete. Such words as camouflage 
and sabotage, for example, are quite recent. We owe a deep debt of gratitude 
to the scholars who have devoted themselves to the study of how the different 
languages came into being, and why some have died and why some have so changed 
that their early forms are no longer used, and how words pass from one language 
into another, and how different meanings arise for the same word. When we stop 
to think that the history of each word in the English language is given in our 
great modem dictionaries, we marvel that we do not so treasure a dictionary 
that we consider it imperative to understand it cligarly, to use it adequately, 
and to own it. 

A very scholarly history of the English language is given in the front of Web- 
ster's New international dictionary. Simply to read over the headings of the 
paragraphs and sections of this history gives one an enlarged grasp of the stages 
of growth through which the English language has passed. The paragraph 
below, which is selected from this history, is taken from an English work which 
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was written about the year 1300. The English of that time was so different from 
the present English that we can scarcely read it without a translation. Try to 
make out what the first line of the old Ekiglish means before reading the transla- 
tion given in the paragraph below it, and then compare the other lines of the old 
English with the translation. Not only does a complete Elnglish dictionary 
record all words in current use, but it also includes in alphabetical order even 
such obsolete words as are found in this selection. 

HISTORY OP THE ENGLISH LANGUAGE. 



tniDfalaefc,aboiU1800.] 

Ttam eom lo ! fagtlond into KomuuidlM iMmd, 

Mid tiM Mormatti m oouMm apak* ttio bote hor owe ipoebe, 

and qwka Fronch m hii dado atom, and bor children dude alao toeho ; 

io flMl taelenan of ttiio kNid, that of bor Mod ooae, 

boldath alM ttmJto epecba that hU of boa boom; 

▼or bote a man oomie Franie, me Mth of him lute ; 

hoMalh to BngliM and to bor owo ipecbe )ntik 



Tnm§l a iim , — Thn» oame, lo! KnghHid into Mormandy*t band« and the Normans knew 
mH *M» <9 iptek then but their own tiMeeh, and epoke Freoeh ae tt^ did at-home, and 
theb ebildnn did io teaeh, eo that lie hich-moa of thle knd, ttel of their bh>od came, 
hold all rh em m e Ithe-ilk] epeeeb that tbey of them took ; for unlem [but] a man knowe 
FKHKh, men reoinn [telll of him Uttle ; bat Me kiw man hoM to ■nglith. and to their 
own lyee ch yet. 

impoftaiit Abbreyiatiotts to be Noted in Gfmnection with D^lnltloiis 

If any definition is not in good current use, an abbreviation follows it, indi- 
cating why. Such abbreviations as the following should be readily recognised: 
/{.i rare; 0&5., obsolete; coUoq., colloquial, that is, common rather than refined 
Knglish ; dial,, dialect, that is, a corrupt form of a word differing from the standard 
or literary form. If a word is used in a technical sense, an abbreviation appean 
to indicate in what special field the word is so used, as: Med. (medical); Myth. 
(mythology); Ecan. (economic); Her. (heraldry). 

A list of all abbreviations used in defining words, is given at the front of the 
dictionary, immediately preceding the first word of the vocabulary. Abbrevia- 
tions in ordinary use Bte not there, but are entered in the dictionary in the alphn- 
b^tical ordet of the abbreviation, as a word is entered. Consult the specimen 
entry on the next page and tell what the following mean: 

a. abbr. adv. aq. Anat. cap(s). cf. 

dial. ezc. fit. fig. fl. fr. 1. c. 

lit. (beginning with a capital) lit. (beginning with a small letter). 

The Divided I^ge 

Page 152 from Webster's New international dictionary, which is reproduced 
on following pages, is used as a basis for illustrating the characteristic way of 
entering information. Consult the page and notice that below a horizontal line 
near the bottom there are six columns, and that above it there are three columns. 
This divided page gains space, and, by placing words of minor importance below 
the line, saves the necessity of running the eye over every detailed entry when an 
important word is desired. When looking for a word, try the upper section first; 
if it is not there, try the lower section; always an the same page. 
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Entry from page 152 of 




Details lUiMtnted 1^ Wofda Selected from the Sample Page 

Above the DlTiding Line 

Parts of speech: Consult the word ''aiigiif /' which comes a little below the 
middle of the second column of the specimen page, and notice that it is entered 
three times in black faced type. Elach entry begins with a small letter, indicat- 
ing that augur should not be written with a capital letter in a sentence. What 
letter signifies that the first ^* augur** is a noun? What letters, that the second 
is a transitive verb? What letters, that the third is an intransitive verb? 

PronunciaUon: Under **augur, n." the pronunciation is given by respelling 
the word in parentheses. Notice that the sound for the first syllable is indicated 
by placing a circumflex over an ''o." Glance down to the bottom of the page 
and find a word containing an ''o" with the same mark above it. The first 
syllable in augur is therefore pronounced like ''o" in what word? Notice tiiat 
the ''u" in the second syllable has a curve over it, that is, it is short, but instMd 
of being a ''u" oi ordinary type it is italicised. What word at the bottom of the 
page gives the sound for a short italicized **u"? 

Derivation: \Oiher items: In brackets, directly following the pronunciation^ 
the derivation (etymology), or language from which augur is derived is given. 
Names of languages are abbreviated. ''L" of eourse means Latin. The finut 
definition, numbered ''!," is followed by ^'Rotn. Relig,," meaning that the dof*^ 
inition pertains to Roman Religion. When the meanings of such abbreviatiwe 
are not easily implied, where, in the complete dictionary itself, can th^ be f ooadt 
What prominent author has used definition number 2? Is tiie work in which he 
used it given? The derivation (etymology) of ''augur, v. t." is given because it 
differs from that of **augur, n." Are the principal parte of the verb giTmT 
What authors have, used "augur, v. /."? The derivation of **augur, v. i." is not 
given because it is the same as the augur just preceding it. What abbreviation 
is used for Shake^)eaTe9 as quoted after definition number 1, under "augur, v. iVf 
The second meaning of '* augur, v. i." should be followed by what prepoeition^f 
Notes form a very valuable feiU;ure <A the dictionary. 

Synonyms: The abbreviation "Sjm." after number 2 of "augur, v. t." 
eaUs attention to other words similar in meaning. Give the first synonym 
suggested for "augur, v. t," At the end of the list of synonyms, what word is 
referred to for other synonyms? Notice that synonyms are given after the lurt 
numbered definition. Give the first synonym mentioned for "augmentation " 
At the end of the note under synonyms for "august, a.," what word is referred to 
for other synon3rms? The fact that a synonym can be found in the dictionaiy 
for every important word in the language having a synonym, should be kept in 
mind by those who wish to cultivate a choice use of words. 

Irregular plurals: Any plural which is not formed by adding ''s" to the 
singular is given after the singular of the word. The pronunciation of a plural 
which cannot be ascertained from the singular is also given. Consult the word 
"augury* and give the spelling and pronunciation of its plural. 

Emphasis: After which syllable of the adjective "augusf* does a heavy 
accent (' ) appear, to indicate where the stress of the voice should be placed 
in the pronunciation of the word? On which syllable should the stress be 
placed for "August, n."? On which syllable should the stress be placed for 
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'^augment, «."; for ^^augmentf v. t"1 On which syllable in '^augmentation*' is 
the heavy emphasis placed? On which is a slight emphasis placed? 

Subdivisions of definitions: Definition number 2, under augmentation, has 
several subdivisions which are lettered. What abbreviation, within brackets 
after subdivision '*{," indicates that when augmentation follows ''the/' referring to 
a court, it should begin with a capital letter? Try to give the meaning of the 
abbreviations following the letters from "a" to ''e." If they cannot be recog- 
niied, where can they be found? 

Fictitious characters: Names of important fictitious characters, that is 
characters which are not real persons, are entered in the vocabulary; above the 
line if important; below, if unimportant. In which one of Shakespeare's plays 
does the fictitious character of Audrey appear? Look under '^ Augean" for a 
reference in Greek m3rthology. 

Entries Beiew the Horisoatal Line 

Obsolete speUing: Below the line, in alphabetical order, the word ^'aufuW' is 
given, followed by what character or symbol? Tell what this character signifies 
by consulting the bottom of the page. A different, but obsolete, spelling for 
"awful" was, therefore, what? Consult **auen" below the line and tell what 
word was once so ^)elled. 

Rare meanings: Read the rare meaning given for *' august" below the tine. 

Reformed speUing: Find **augmentativ" below the line and give the abbrevia- 
tion which is placed after it, but on the line above, because there is not room on 
the same line. The abbreviation Ref, Sp. indicates that the reformed spelling 
of augmentative 4rope the final e. 

Foreign phrases: Phrases in foreign languages which are frequently quoted 
are ffven in the dictionary. Those which are most familiar appear above the 
Une; the others below the line. Find **aufond" below the line and name the Ian- 
g^iage from which it is taken. Find what the two vertical lines in front of it mean 
by consulting the bottom of the page. Give the meaning for the following, 
below the line: 

Au grand serieux Aufer te malum ex vobis Audit que vocatus Apollo 

From what author and from which of his works does the last phrase come? 

Christian names; plurals; miscellaneous: The meanings of Christian names 
are frequently given below the line. What does the name ** Augusta" mean, 
literally? Names of minor importance in Scripture, literature or mythology 
are entered below the line; so also are unimportant abbreviations, many ob- 
solete words, plurals which are very irregular, as teeth or feet. 

Order in Which Different Meanings of a Word are Entered 

Many words in the English language have several distinctly different mean- 
ings, and are capable of being used as different parts of speech. It is im- 
portant to realize that the order in which the meanings are entered in Webster's 
dictionary is historical; that is, the part of speech which was used first is en- 
tered firsti and the several definitions under it are in the order in which the 
meanings came into use. 





Selected entries of words from **naughf* to ^^nothing*^ are given to illustrate 
the many changes of meaning through which a word may pass, and the order in 
which these meanings are arranged. Does the word ^'naughf as an adjective or 
as a noun come first in the dictionary? Therefore, since words are entered in 
historical order, which part of speech for '^naught*' came into the language first? 
Is the pronunciation of ^'naugM* given under both the noun and the adjective? 
Is the derivation given under each entry? The derivation of a word is not re- 
peated every time the word is entered, unless the difference in meaning can be 
traced to different languages: neither is the pronunciation repeated, unless the 
words as different parts of speech are differently pronounced. It is necessary 
sometimes to look back to the first entry of a word, if the derivation or the 
pronunciation is desired. 



Specimen Entries from Webster's New International Dictionary. 



_ (nOt), n. [MB. naught, nought, naht, nawiht, AS. 
ndwihl, niuht, nSM, ndwiht, nOht ; ue not -\- & erer + 
^fftht thing, whit ; hanoe, not ever a whit. 8m ho, adv., 
wmr ; of. ▲u«ht, mot.] 1. Nothing ; nought. 

Doth Job fear God for muki/AI t JobLd. 

2. Wickadneas ; wrong; evii ; henoe, Uiat which is wrong, 
wicked, or faulty. Obs. 8htut. 

3. The arithmetical character 0:acipber. 8eecirBBB,n.,l. 

4. A wicked or bad peraon. Ob*, or H. 

ta to aaaght, to go away or be atill; to aubaide ; — uaoally 
in mild imprecauona equiv. to ** be lianged to you." (Mm. 
** Marry, Mr, be better employed and be naught awhiie.'* 
Shak. — to call, or tpMk, all ta a., to abuae vigoroualy. Obs. 

Bfffltllt. a, 1. Of no account ; worthleaa ; bad : uaeleaa 
It it mauffkt, it i» naufffil, ■aith the buyer. Prov. zx. 14 
2. In Obs. aeoaea: a Hence, Tile; baae; naughty. 1l 
Bortf nl ; bad ; unfit, o Ruined ; wrecked ; loat. 
Go, get Tou to your hoiun i begone, away I 
All w ill b« nauok t die. Shak. 

Baurll11-lT (n8tT-lT), adv. In a naughty manner ; apecif . : 

a Wickadlv ; perreraely. Obs, Shak. 1i Poorly ; badly. 

Obs. HiabehaTingly ; aa, a child behavea naughtily. 
aaoi^'tl-BMS, n. Quality or atate of being naughty; 

tpacit : a Wlckedneaa ; deprarity : perreraeneea. Obs. 

h Badneaa; fanltincM. Obs. o Miabi 

naughtiness of a child. 
■aaghty (n6aT), a. ; HAvanfn-ta. f-tl-Sr) ; kauoh^- 

1. Eaving nothing ; daatltote. Oba, 

[Manlthat needy be aad aaivA«y. Piers Plowman, 

5. Woithleaa ; bad ; diaagraaable ; unhealthy. Obs. 

The othv baaket bad rery naugktp flgt. Jer. zzir. 2. 

5. Wicked ; morally bad : wrong. Arehaie or Euphemistic. 

Bo thiaet a good deed in a nanakttf world. Skak. 

4. Kiachieroua ; wayward ; gnilty of diaobadienoe or mia- 
bahavior ; aa, a nauahiy child. Bare, axe aa applied to 
ehUdxan, or in aportlra canauia. 

6. Inaigniflcant. Obs, or B. OxJ. E. D. 
Sjm.— BaaBAD. 



■behaTior; aa, the 



BOa|dtt (nOt), n. [A8.neHrtAi, Tar. ofnfttpiA/. SeeHAi 

1. Nothhig; naught. Archaic. 

2. Nouexiatence ; nonentity; nothing. Archaic* 

S. A rith. NoUiing ; aero ; i^, a cipher or cero ; a nangbt, 

4. A wtnthleaa or valueleaa thhig or peraon ; a nothing. 

5. Worthleaa or eril behaTior or chm^cter. Obs. 
tBrnaaght. = won. MOTBoitt b, o, & d. Obs. or A. — ta to a. 
= to Oe naughty under mauort, n. 0&«. ^ R. 

BOlhlnc (nQthOTng), n. [From no, a. + Odng.'] 1. Rot 
anything; nothing(intbewideataenaeof thewdrdfAiii^); 
nought ; partitively (now rare with an adjeotlTe), no atooe, 
element, part ; — oppoaed to anything and something. 

yotnma will come of nothing. Shak. 

Yet had hit aspect nothing of wTere. Dryden. 

2. That which ia or may be taken or oonaidered aa nonex- 
iatant ; what la of no aigniflcance ; aa, it ia fU)thing to me. 

U\\i\%nothingt 
Why, then the world and all that '• in *t ia nothing. Shak. 

5. Arith. Abaenoe of all magnitude or quantity, bowvrer 
email ; alao, a cipher ; a lero. 

4. That which doea not exiat; a nonentity. 
Quite conrame ua, and redoea 
To nothing this eeaential. MiUon, 

6. A thing that may be taken aa nonexiatent ; athing of no 
aooonnt, ^ue, note, or the like ; qieoif., aperaonof noiia- 
portance; a nobody. 

One that lies three thirds and naaa a known tmth to paaa a 

thouaand nothing$ with. Shak. 

Wretched nothings, think ye not to flee. ShtUef. 

6. Nothingneea; utter inaigniflcance. Obs. Shak, 

7. Hegelianism. That which ia characteriaed hv utter ab- 
aenoe of determination ; perfect indiatinguiahableneai. 

aU to nethlBg, by all odda ; to the f nlleat extent. Eare, -> 
Darn, a Byno meana ; in no wiae. Obs. 1i Tonopurpoae; 
in Tain, o^or no reaaon : groundleaaly. d Without coat ; 
free. — a. maeh, not a great deal ; Terr little. — a. off, Naut., 
an order to the atearamaa to keep fiha Toaael cloae to tbt 
wind. 



Is the comparison of the adjective ^'naughty" given? Read the first defini- 
tion under ^^naughtyJ^ This meaning, which is so completely out of use now, is 
given first because it is the first meaning the word had. What abbreviation 
follows definition number 1, indicating that the word is no longer used in this 
sense? Is definition number 2 in common use? Notice the two words which 
follow definition number 3: "ilrcfcaic" and ^^ Euphemistic,^^ These words in- 
dicate that naughty is an old or a mild expression for wicked. Definition 
number 4 is the only meaning of **naughty'' which has survived, and even it is 
rarely used except as applied in what connection? What letter, after definition 
number 6, indicates that the meaning is rare, if not wholly obsolete? 

How many numbered definitions are given under the word **nothing^'1 Find, 
three lines below the last number, the phrase, **dll to nothing,*^ and give its 
meaning. In the second phrase, which is not written out in full, what word is 
understood by "n," after **for"l How many subdivisions are given under this 
phrase? After the fifth definition of ^'naughtf" find the cross reference for the 
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equivalent of the phrase "for nought," and give the meaning for Bubdividon "b," 
under "for nothing." Give the meaning of the phrase, "to be noi^ht." Give 
the obsolete meaning of the phrase "to call [or speak) all to naught." 

MlBceUaneous Items 

The "I/I6" at the lower right hand of the illustration of "Great Auk" which 
follows, indicates that the picture is one-sixteenth the size of the real object. If 
an illustration is larger than the object, the ratio is expressed by multiplying, thus: 
x2 means that the picture ia twice as large as the real object. 
8dect«d Spedmea Entries 

^>M (ohPUd}. n. 1. [cw.] A MDiitiT in EmMb AiU. 
a. iDTM. abKDd ; /«ni«^, imdMiJial. ehtnt, ataVBl, 
miiaa/M,Uulailpr^tntdlitWaaar:l»O0\ font- 
Un mn, M poiMMa I - M lalM (oilt. aUHwn) ta 
lb* ITIb notmr, baoHua bmc U tnn a* b( XaM, Mrf 
dUbrinf troB ilw pottor mao* b Innp* U Hat fiam. 
LooMiTt onfevj iBHiMnl. 

a. a = an>4>o«T. \ TIm (wmI cnof*. PattaSlat. 
ft. Cm. Bhart lor OBdix *iu. 
ddBA ftlti ■]« flHTond witb fltalEuroot. — o. ute-, m mil- 

BolbblB bind- b A bliw produoad by prlntluff on afotS 

Witb bidlCD, ndnoLia, uid zvoxIdiilnE, Ibos llunr tba in- 

dtoolB tbaflbar. TUapmsHataHbaauadln tteOiiim 

far omtarlH. — e. briw. tba boll briar.— a. bratk, broth 

Back vltb oUnaroot. — s. alH, kaoUs. — a. aimH. oitpa <la 

cSa. - a. IA, DOT lab ofSa fUBflr OvUA«£UdiB f na 

BUK^ausmLUR).— a.|raai,nimiB.— O-Mi udlalBk. 

— C. lakh *ib*obH. — a w^ aoy of niloiu motba Dt tba 

nnaa JanliBf m aaa feDd alUad nnaiSi vboaa larna Bi« 

■qiiitlar»MlBS w watar Dlanta.-a. ^Mtacaktad a 

n. (Tnai Boor mattlu mada bi Gb&a, India, ato., trOB craiB and 

cJuSinaii. raadi:~e£iladalao^ii<«a,arOn<(m.>iaMv — — *- 

Anllir^o. pmalalnQriiiaMlila . 0> j.— tWaa — '■Ma*! 




[n-Eila'rt ; ofalm'da-a'; OT), 
if.r. sMummi^rTUaiJwi, 
■fa.] Aa anUunpold ap* (Mnia »lrnu, 1711. 

art«(fli/l«f).». [AB.JtM«r,-aMnloD.t*iji;r,OB.« 
OBQ.;lii(nr, Q.jbifir, IgeLdiwr, Bw.ft Dao.^i^er. Oolta. 

' ; oHfJamkninriLl L Od> at tba amamluaiiut 

«ra <d tba Iwid I adbrit Dt tba lora Umb i apeeU., ma 
foor aitraadUa* of Qh band Mbar Una tba tbunb. 



aflba. 

S. Ai^tUai tint 
aatbapolBtar"- 



MhnriBg Tarionalr eid«wl SSai 

Bowen ; — (^ad •laoiSidlai pint. — a. ifkbB, a nc* ■»> 
TOW rlbbOQ, ana algbtb of ao bub irtdci, ai^ k a kbd «i 
ED] bra iden |nUa»riMMc«tnM>(w»r'ar bookmarka. Mc 



niUb, m Mbar raflaarlaf ma- 
dbai aqi., jr<ifA.,aBBallpnilaiitliisrad, wba, or placa. 
•FblchiatoMabtbrtaonlactwftbaiialdaMMtf— ^ -" 
raat, or raatnln a Botltii, w a pawl for • latdut 



tftbafrlpnintkat 
a. Tbati«aitkata 






a prbitlM ■'■■. 
ttmitaraabaBd; 



aboiit ton and a bait bubaa, «r aM •icbtb at a ward. 
«. Skill bi (banaaof tk«lDBata,aa&^;lvlWB>ailail 
(MtnnMBt Son. " Bba baa a food jAgtr." Bm^, 
a, AnBtDtailaTalBtawbkbalBnilalBiactad. 

^^ Hi laa. AX. IIIIIH lajBinliba^m or 

fc|M lal Urn, MtdVIOC* twteO. MlT ZH.-tehana 
twr ta. to ba eaueaniad n ; to naddla wliti ; bnca, (a 
lata a {. ta Ibi Mh tojEa a [utialiiaiit In tba nitKbri|* 



- .. ihob Indian Ibot. — 0. lOk, pongaa or, b; . 

, ■ UJB •Ok nMnUbv potna b taitaia, ottn 

and onnd ; alao, a iMna Mlb a dlk warn and a 

ttOb^-0. «n(.akbd of ^tod alakal aUaj ta- 



HmMl^^li 



I and hT^Danlclfli of ptok flowora ratron 
r drupai. Tht Ireo L> tuDwi] by many ni 
^nrt. j?rfjf "/ Initio. prUlf of China, btad 



What number follows the last pronunciation of chimpanzee juat below 
"Great Auk"? This number always appears when the pronunciation of a word 
varies. It refers to section 277, which is at the end of the "Guide to Pronuncia- 
tion," in the front of the dictionary. This section contains an alphabetical list 
of words differently pronounced, and gives the authority for each pronunciation. 
Whenever this number, or any other number appears in connection with the pro- 
nunciation of a word, attention is called to the section so numbered in the Guide, 
where details regarding some sound in the word will be found. 

How many languages are mentioned in the derivation of "finger"? Where 
can the meaning^ of the abbreviations of these languages be found? How many 
definitions are given under finger? After the last definition, give the meaning of 
the common expression, "to hoot a finger in the pie" 

NoUce that the word "china" begins with a small letter. What abbrevia- 
tion under definition number 1 indicates that when the word refers to the 



oountty, it should ba^ with a capital letter? Definitioii Dumlm 4, nlatiqg 
to oonuneroe, is short for what? 

Eacyclopaedic Inforawtlon 

A vaat amount of information, ande from the meaning and derivation of 
words, is given in modern dictionaries. Such information, called "encyclo- 
pedic" because it resembles that found in encyclopedias, is condensed aiiet 
the last numbered definition of the word moat closely connected with the 
subject, unless it is important enough to have an entry of its own. Below def- 
inition number 4, under "china," notice that the first entry, in very fine bold- 
faoed type, is "dnna ait" and tiiat it is followed by a very brief definition. 
The seoond bo]d-{aced type entry reads "C. tuter"; the third, "C. bmn"; the 
fourth "C U««." Glance over the bold-face type entries, uid notice that Uie 
words following "C." (cAmu) are in sub-alphabetical order. Give the reference 
wbieh follows t^ ei|;n p after "China orange." When a referuu^ is in capital 
lettem, the fonn referred to is pr^erable. Find this rrferenoe under subdi- 
vinoa "b" of definitioD nunber 3, and ^ve the prefwred name for China 
ortmfi. What is the preferred sane for fThino ivdxf Chinn wedding is explained 
io a note under wtwt ward? Should it begin with a small or frith a capital 
letterr 

Til* AnModls to Wctnter*! New InUnuitkNMd MctiooMr 

Geo^iqjucnl Mid Biographical B>triei 

Two important features of this dictionary, pwtaiiung to plaoes aad te |MOfd«, 
mppmr in the appendix in separate vocabulariee. Important plaoes m the worVl 
tt over 1000 inhabitants an entered under the heading, "Pronoutvinf Gattttmr 

gptcimwt Eatrr irom ProQoaDelH( Qwu ^ Km m 

Um4» ITIilVfai) OB. BX Aik. STl a p« IS, X XMuflin ATuqH— eo. ■ Osl.t^BnO 
wl. X Hiwo. — <>>. H > Ok Wl Dj»i>. ), X [iniaUtv. — 00. ■ Ul lM*0|>«r- Ml 
X niAow. — 00. K on Km. Tn [Jpop. 10, X UnoglB. — oa. I OH. ir^and DM 
U, XKurfocd. — B«. X I*, in a Bop. 1«. X Saab*. - «. B b.«T □ MV.M, X w£ 
■HHt. —M. H V fihii. sat D po*. ID, X L«lu BoDton. ~ oo. I WMtai. Bna*»,3>, 
X Brooktenn. — ■>. K Ke. Bof Q ■«. II, X Tra*. — «. V « li«b MWQ pep. 4, X 
UKr. — «. SWm. Kabr. 1,838 Dsop. IB, X iTortli AMfc _ oo. BKR«*.40,N1 □ 
pop.S,xnoolw.— oo.BX. llH.«jnCI»p.8. — kiX.— <B.« M. G.1WqHip.lT, 
XUBnlDMa.— «. M. OU*.DaBdpiip. )e. XChndlfr.— «o. VOn. MBBaBn.B, 
XTid.d^_«.K B^ D>k. ltT4 Qpop. O, XCutcB.— oo. B T«. WTO pop. «,X 
WMkUOrcipep. l8,XDiinvort.— «. BW W.>l «lBO 
' oo. V Wta. MB □ pop. IS, X MnriU. — gHt, >lMr 00. 0(1. P*^ 
«. UL pas. n. — citf, X of Unooln 00. Ku. pop. 1. — til. F»- 
I. — towL HIddkHi ce. Hhi. pop. 1. — d^, * of X<br. ud X 
M iiHit o( UidT. of Natnab. — tam, Onftoa «o. H. B. psp.1. 
~ "ho 00, Tt. pop. 1. — ■•• Ln 



Specimen Entry from Biographical Dtcttonafy 

IiOnfeartlOtm-liBr'itl), AltoiH. m* BIB* (?ftadittB. Ilallun^tar.,.14SI— lEn. 

LoBtaaa iltn-brVmS), Chmi*. [t>Uu phjiiolu ud orfmluolofiit UK . 

\*lUtmU. I> [ililin iiiriin Iniiliriliiimil FruBkutb« laiB— UTS. 

I rilBII^I^IIT (If ml nWlllf). Hl^'-I'l y—llT-l-'. Riuiiu Tnatuulnuii. .. Illl—ITIIK. 

■ (IHnMBDl.jHk. Amuku BBrT-i 
■dKiT (IbxMbHdbri), CbuUi WJ 



■tanaiial. Britlik (mmU ITTS— ISM. 

tnB((™<f i 3001, BdwlBLonndaa. K^lUi palato'. 180—1891. 

> n . injliilmlMiW Kholur 1«X»— 1878. 



Btnnrt. loftr Tua, third 

londaa. Ku^piliita'' 18a— im! 

■InlKhDltr 1«X»— 1878. 

mml (iKso-iesi). BM.otiiH7<iW7-i«B]....is3e — . 

. _i«ii«<iu'uis>ndutrni>iaiat. [rnrntan.].... IS80— 1TT0. 

nBuriBan. AiMrtnMi an gl B— r md »^ l oi»- ■"■" ■-*' 

(Ulaa'ihKiiip ^ 4lilia). Wllllunot. Va*. prdi 
...lU'). Fnngoii AohlUo, Krwk phj^Sui.... 
— (liliig'na'B ^ ■»»). Mtury WiuUworth. Anwla 

LMf kt IW«<). Oluwpp*. luilu Bnjm™. 

• ■— uiiia (IBn'lT-Biiinlii) Bee AiTttnxM L 

ja(l«ii)I'iil)i). DIonyiluaGuiiiii QrMk ^DowpbK nod orlHo. . . . . !lSf- an. 
«l(Wiff6ii'), Augujta HoDort. IPmAUitf-' 

la 



oj the Vfofld!^ : this vooabutftry ift foSolveA by one givii^ important persons in the 
world's work, under the headiiig, '^Pronouncing Bidgra0ical Dictionary." For 
HluBtrative purposes, a specimen entry from each is inserted. 

Under the first entry of Lincoln in specimen from the Gazetteer ^ find the sec- 
tion of Arkansas in which Lincoln County in that state is located. The number 
of square miles this county contains is indicated by what number preceding a 
s^are? About how many ttodsaiid people live in tUs eounty? What are the 
wtaan of tlie two eouaty seais? The dadi after Vaener rrfers to MiothOT 
eouBty by the name of Lmoobi. Notice that the word Linooln is entered 
but onee m heavy type, and that a dash is used each time another pku^ 
by ihdX name is listed. The largest political divisions in the United Abates 

• 

are entered first, then the nlsaUer ones, ftnd then foreign places. In this ease, 
tiie lal^gedt diviskms are counties, whkh require nearly two-thirds of the space. 
IS Uroold be very eoirfusing to glance through thb fine print to find some par- 
ticular county in a state, unless some cfystetn of sub-ammgement could be dia- 
oovered. The first eounty mentidned is in what state? The last county maa- 
tioned, eight lines from the end, is in what state? The states are evidently sub- 
arranged alphabetically. Give the number of square miles in Lincoln county in 
the following states: Tennessee; Maine; Oklahoma. After the counties aire all 
listed, the cities and towns are given, also sub-arranged under states. What 
county in Massachusetts has a town of Lincoln? What is the population of 
Lincoln, New Hampshire? What is the population of Lincoln, England? What 
prominent building is located there? Reference is made to what word in 
the general vocabulary of the dictionary for added information? 

Under the Biographical entries, find Edwin Long, and tell Why he was promi- 
nent. Give the dates of his life. What section in the Guide to pronunciation at 
the front of the dictionary is referred to for particulars regarding the sound of the 
letter "o" in his name? Give the dates of the life of Henry Wadsworth Long- 
fellow. When was John Davis Long governor of Massachusetts? Was 
he living when this edition of the dictionaiy was issued? Should the ''t" in 
the name "Longet" be sounded? What letter is given to indicate the sound 
of the 'V' u^ this name? 

Other Entries in the Appendix 

Sigfis; Symbols; Illustrations: The appendix gives many signs and S3rmbol8, 
such as: Astronomical, Chemical, Botanical, Mathematical, Medical, Commer- 
cial, Musical, Proof-reading. At the end of the appendix, illustrations used 
throughout the vocabulary are collected and classified. 

Reference History Edition: Explained on pages 14 and 15. 

Plates at the Front 

At the Front: Many valuable plates are given at the front of this dictionary, 
such as: Flags; national, official, yacht club: State seals: Arms of the various 
nations. 
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Reference Histocy Edidon of 
Webeter** New Intemadonal Dicdonary 

A special edition of this dictionary gives, in the appendix, a valuable history 
of the world so condensed that it amounts to practically a dictionary of dates. 
The material is so excellently indexed that any important fact in the world's 
history can be readily found. This edition is usually sold by subscription only. 

To become acquainted with the range of information condensed in the 
reference history section of this edition, look under the word Immigration^ on the 
following specimen page, and tell what the first year is for which statistics are 
given. After 1820 statistics are given for each five year period, as indicated by 
'25, '30, etc. After the year '60 the page on which appear the statistics for the 
preceding years is given as what? (The 2 following this page means the 2nd 
column.) What year had the largest number of immigrants before 18737 After 
1870, are statistics given more frequently than in five year periods? After 1888 
how frequently are they given? Give the page and column for finding statistics 
for each of the following years: 1840; 1882; 1895; 1900. What is the last year 
given? 

Give the page and column where extremely compact information could be 
found on each of the points given below: 

a. When Idaho was admitted as a state. 

b. When Herod the Great took Jerusalem. 

c. State that is called Hawkeye. 

d. Crusaders at Iconium. 

e. Discovery of the circulation of the blood by Harvey. 

f . Inauguration of William Harrison as president. 

g. Death of Henry VI, King of England, 
h. Education in Italy. 

i. Industry and labor in India. 

Look up the word ''Imports" and tell how the information is entered. 

What date, in heavy type, separates the history of Italy into two divisions? 
Is India so divided? This date of the treaty of Westphalia divides the history 
of many modem countries. 
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Questions for 
The Last Edition of Webster's Dictionary 

Student's name Per cent 

Teacher's name Hour reciting Date 

Have you read the directions on the back of this cover? Answer yes or no. 

1 — What is the exact title of the last edition of Webster's dictionary? 

2 — How are the mure important entries separated from the less important ones? 

3 — a: Are common*abbreviations, characters in literature, in mythology, or in Scripture, in the 
general vocabulary or at the back? 

b: Are such references found always above, or always below, or sometimes above and some- 
times below the horizontal line, according to importance? 

: When a word has several meanings, is the earliest or the latest meaning entered first? 



•s 



§ 

b: Is the pronunciation or derivation repeated unless it differs? <« 

5 — ^Tell how the following are abbreviated when used in connection with the definition of words: .S 
Obsolete; dialectic; colloquial; compare; from; capital; lower case letter (not a capital) _. 



( 



Where is a complete list of abbreviations used in defining wonls given? 
b{ Are abbreviations in general use found in this list, or in the vocabulary? 
7 — a: Is reformed spelling above or below the line? b: How is it marked? 

. : Where is the complete key for diacritical marks given? b : Where is a condensed key given? 

r. Are plurals given and pronounced if regular? b: If irregular? ^ 

10 — ^Tell whether to turn to the front, or to the back, or to the general vocabuhiry for g 
information such as the following: S 

a: StAte seals. b: Square miles in any country. c: Date of life of Milton. t^ 

d: Abbreviation used in business, f. o. b. e: Character in Greek mythulog>', Hercules. 

f: History of the English language, g: Flags of nations, h: Roman numerals. 
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i: Foreign phrases. ] : Signs used in music, k: Phrases in common use. 1 : Coats of arms. S 

11 — Which edition of this dictionary gives a condensed and well indexed history of the world? ji 

o 

12 — a: When the "Gazetteer" lists several cities of the same name, in difTcrcnt states, how arc g 
the states sub-arranged? 



& 



b: If there are foreign places, counties, and cities by the simic name, which are entered first, m 
and which last? S 

c: Is population given in nearest hundreds or thousands? 

13 — a : What does the number 277 after a word signify? b : Where can paragraph 277 be found? g 

What do two vertical lines before a word mean? b: A heavy dagger after a word? ^ 

e qmonyms given before or after all definitions of the word? 

several items of encyclopoxlic information are given under a leading word, how are the 
words of secondary importance sub-arranged? 

he meaning of a common phrase is given at the end of all definitions of some leadins word 
in the phrase. (It may be necessary to try several words.) What words in the follow- 
ing should be consulted? 
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Directjonii for Ufiing 
Perforated Pago of Questions and Key 

Wbkli appwT no tbc rewtrm aide ol thia oofcr 

Tbe iiuMtidDF whioli appear on the revKwe sde tif this rtivei, mi ii p.^rfrift 
ooIorMl thwt, an uot difficult, di-LitUi'O or "cutcliy." Tl^ 
rmphflHUc important poinUi and (3 ByBteoialUo tbe work Tir 
Buewcre. vtiicb i:sd HAiily liu givtTi &fUa t\ni tntt. h&n bmo ct 
ba writlen, from memory, in tlie hl&ak epacen ijodfirltic questions, pr'if>;ialily | 
«!«■ tUnv iiqIm diroctM to do olEierwiie hy tfto oiw Ui olmrKV of t\uy work. 

The perfomtfic] fihnjt ehoald Iw torn out in tbe prvi-f>Qi>« of Ihc oDfl oaDdd 
bg llifl d(UM nnd only rtrtiM- it. tuin iT^ten fttlnl in. Wb'.-n <Jin-i;U'>d to r 
gawtiDns, iawti pimcil in tbc iiole nnd rip around the perforated edgei. 

A key, by meane of wblcb tbe work can be obcoked, ie printed on tbe C 
under Ibti qiMnlion pogit, but ii not roTcAled until after tbc quiiKtioB | 
iHDuved. This key cpnaeta nf tbe «iunG quintiuita, witb tbis correct b 
to Moh printed below it, 

Tho value of uaub qiiMtion, on tbc !i<;4i1r of 100, Li li)(ti«at«d after tb« b 
in the key. By roeana of this kuy, studunt/^ could correct Ibtiir own at^ 
obbor'e Vrurk in u fuw momenU, in eaae the tibrarian or tt^cber could not t 
tb« extiu time to do no. 

If tbu ftBo wbii itamiots the popi^r finds ftn incorreot anflwiir, tho &nioimt ft 
d'ldniitcd flhoutd bo plaoH on tbe out^r riKbtr-haud marxln, Dufir tbe i 
Tliwp luijouiits should bo addod, tbu pum BubLractod frotu 100, iind t 
placed fLfter the word "Perctnt." attbetopof thoftbeet. 

The goBStiiui* are BAli«d in nich a way oa to admit ni vt>fy li(Ue vnrie^ It 
wordlnji of (ht BDBwero. However, if tho wording of a wrilton miswor ta t 
tectly corrccr, und p<.Ti(xitly clear, but not exactly like the printed snaw 
coursu ncr nMhuiiuo n)ioitl<l hn made. Do not dvduct for ispfilling, n(H 
obbcpiTated siutctn^Dts if they liru perfeutly clear. 

If tbv on'-' who corrwttf u paper marica a question wrone which the l 
coD9td<'T9 cnrTf cl, thn two should examine the k«y tegetbor, or aak advice { 
the onv la ofaargG uf the danr. 



Foreword 



% 



.-^' 



ThiB pamphlet is one of a series on the use of reference books. The complete 
constitutes a second edition of "Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
■ohoolB. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

Hie entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
'in different years. If one subject per term were given in consecutive order to 
. Bngjish classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — ^Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — ^Encyclopaedias 

4 — ^Parts of a book 

5 — ^Atlases; city directories; gazetteers 

6 — Ck)ncordances 

7 — Library classification and card catalogue 

8 — ^Indexes to periodical literature; debates 

9 — Year-books 
10 — Conunercial indexes 
11 — Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepBxed lessons. 
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Experience has proved that the best results can be obtained if the woric is 
begun in regulftr class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasised by referring to the sample pages embodied in the text, ^th a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The fottaadng paragrtaphs arm taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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New Standard Dictionary 

The Standard Dictionary is the youngest of the great dictionaries of the 
English language; it was first published in 1894; in 1913 it was enlarged and issued 
under the title, The New Standard Dictionary of the English Language. 

From the beginning of the making of English dictionaries to the present 
time, each important new dictionary has included some feature not entered 
in previous ones. How quaint and amusing seems the following, taken from the 
Cawdrey dictionary of 1604, with its old English spelling: 

A Table Alphabeticall, conteyning and teaching the true writing, and 
understanding of hard usuall English wordes, borrowed from the Hebrew, 
Greeke, Latine, or French, 4c., with the interpretation thereof by plaine 
English wordes, gathered for the benefit & helpe of ladies, gentlewomen, 
or any other unskilfull persons, whereby they may the more easilie and 
better understand many hard English wordes, which they shall heare or 
read in scriptures, sermons, or elsewhere, and also be able to use the same 
aptly themselves. * * * If thou be desirous (gentle reader) rightly 
and readily to understand, and profit by this table, and such like, then 
thou must learn the alphabet, to wit, the order of the letters as they stand, 
perfectly without book, and where every letter standeth: as (b) neere the 
beginning, (n) about the middest, and (t) toward the end. 

The Blount dictionary of 1656 announces that it was prepared for: 

The more-knowing Women, and the less-knowing Men; or indeed for 
all such of the unlearned, who can but finde in an Alphabet the wqrd they 
understand not. 

The Cockeram dictionary in 1623 was the first to introduce anything like 
allusions. Part three is announced as treating of Gods and Goddesses, Men and 
Women, Boyes and Maids, Giants and Diuels, Birds and Beasts, Monsters and 
Serpents, Wells and Riuers, Hearbes, Stones, Trees, Dogges, Fishes, and the like." 

The Bailey dictionary in 1721 was the first dictionary to include easy words 
of common speech; this dictionary was also the first to give the derivation of 
words. Dr. Samuel Johnson introduced quotations to illustrate how standard 
authors used certain words. His dictionary, which was published in two volumes 
in 1755, holds a very important place in the history of the dictionaries of the 
English language. Buchanan, in 1757, marked letters to indicate how words 
should be pronounced. Recent dictionaries have added many other features. 
The general and special contributions which the New Standard Dictionary has 
made will be studied by means of a specimen page, which immediately follows; 
the explanations directly follow the specimen page. 
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Reformed Spelling 

Many changes are at present being made in the spelling of certain words. 
It may not be long before the spelling of through will be so generally replaced 
by its reformed spelling thru that the older spelling will look as strange as 
does the old spelling of aufuU for awful. If scholars of the past generations had 
never made changes in their manner of spelling, we would still be using such forms 
as the following: annd (and) ; affterr (after) ; itte isse (it is) ; rihte (right). Indeed 
so many words have been changed that old English is almost as difScult to read 
as a foreign language. Many of our modem words also need to be reformed. 
If go is good spelling, why have we so long accepted though instead of thol For 
years scholars have been working upon the problem of dropping silent letters and 
of making rules for other changes. The recommendations of two associations, 
known as the American Philological Association and the Simplified Spelling Board, 
are accepted as authorities. Many publishing houses have adopted their recom- 
mendations and are printing books and periodicals in the reformed spellings. 
The rules of the Simplified Spelling Board are given on page 2780 of the New 
Standard Dictionary. This is the only dictionary which serves as a guide in the 
matter of finding, directly, what the reformed spelling of a word is, and of 
giving the authority for it. 

Find the first entry of the word rise on the specimen page and tell how the 
word directly underneath it, connected by a brace, is spelled. It is followed by 
what small capital letter raised at the right? The P stands for Philological and 
means that the reformed spelling of rise is rize according to the reconunendationi 
of the American Philological Association, Words followed by 5 are recom- 
mendations of the Simplified Spelling Board. Find the first entry of the word rip 
on the page, which is a verb, and give the reformed spelling for the past tenee, 
mentioning the authority. 

find the first entry of the word ripple and give its reformed spelling, mention- 
ing the authority. 

Respellinft Twice for Pronunciation 

Directly after the brace which joins rise to its reformed spelling, notice 
that a number 1 is followed by raiz and a number 2, by ris with certain marlu. 
These two numbers represent two keys; each one indicates how the word is pro- 
nounced, bnt the symbols used in the separate keys are entirely different and liave 
no relationship whatsoever to each other. These two Keys for pronunciation 
are a unique and important feature of this dictionary. As they require special 
attention, their consideration will be reserved until other features are explained. 

Parts of Speech— Disputed Pronunciation 

After the first entry of the word rise has been respelled twice for pronuncia- 
tion, what letter indicates that the part of speech is a verb? Is reformed spelling 
given in the principal parts? After a Roman numeral I, in heavy tjrpe, what 
small letter indicates that the verb in its transitive sense is to be considered first? 
How many definitions are given under the transitive verb? After a Roman 
numeral II, what letter indicates that the intransitive verb is to be considered 
second? How many definitions are given for the intransitive verb? About two 
inches below the last definition of the intransitive verb, the word rise aiipean 
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again in heavy type. What part of speech is this second rise? What exceedingly 
small number is raised at the right of the word? This means that rise as a noun 
will be entered more than once in heavy type. Whenever the same part of speech 
of a word is entered more than once in heavy type, it is numbered. How many 
times is the word rip as a verb entered in heavy type and numbered? How many 
times is n/> as a noun so entered? How many times is ripple as a verb so entered, 
and how many times as a noun? Under which entry of ripple is the word re- 
spelled twice for pronunciation? Is the pronunciation repeated every time the 
word is entered? The word rip is entered nine times. How many times is the 
pronunciation indicated? 

Notice that rise noun is respelled twice for pronunciation after Key 1, and 
twice after Key 2. The fact that the final letter may be pronounced either as z 
or as 5 is indicated in bq^th keys. After Key 2, what Roman numeral is given? 
This Roman numeral xui always appears when the pronunciation of a word is 
disputed. The table of disputed pronunciations is given at the back of the 
dictionary. 

Tabulations: Abbreviations 

A feature of arrangement which is used largely by the Standard Dictionary 
is that of tabulating information. Under apples, for example, a table of the 
varieties of apples is given; this plan is followed for most of the fruits, such as 
pears, oranges, peaches, and many others. Under the word color, the colors are 
tabulated; under grasses, a list of grasses is given; similar tabulations are given 
for such words as: coins, measures and weights, flags, flowers, seals of states, sig- 
nals, dogs, horses, abbreviations, sjid many others. When the meaning of an ab- 
breviation is looked for in this dictionary, it is usually found in sub-alphabetical 
order in a table under the word abbreviation. Certain abbreviations are also en- 
tered in the vocabulary, as words are entered, often with a cross reference to the 
table under the word abbreviation. When the abbreviations which are used in 
connection with the definitions of words are not known, they should be looked 
up in the table of abbreviations. 

It is very important to know what is signified when certain abbreviations 
appear in connection with definitions. When a word, in some one of its mean- 
ings, is not considered as the best of English, attention is called to the fact by 
preceding the definition for that meaning with one of the following abbreviations: 

CoUoq. (colloquial) ; dial, (dialect) ; Slang. 

Definitions which are technical in their meanings are also preceded by abbre- 
viations, among which the following are frequently seen: 

Anai. (anatomy, pertaining to the body); Med. (medical); Mus. (musical); 
Phon. (phonetic, pertaining to sound); Naut. (nautical, pertaining to the sea). 

Tmd the words on the specimen page which are listed below, and give the 
meanings of the abbreviations which precede the definitions. 

Rise, verb transitive, definition number 1 and also number 2. Rise, verb 
intransitive, number 15. Rip, verb, number 3, vt and vi. Ripa, noun, 
number 1. Riparious, adjective. Ripe, adjective, number 6 and also 
number 8. Ripper, noun, number 1, subdivision 5 under the first definition, 
also definition number 2. Rise, noun, number 1, definition 8. 
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Gommoii Meaning First: Derivation Last 

When a word has several different meanings and parts of speech, some plan 
for the order in which the meanings are entered must be adopted. The usual 
order has been to give the language from which the word is derived first, to 
follow this with the oldest meaning the word had, then to give the next oldest 
meaning, and so on down to the most modem meaning: that is, all entries were 
made in historical order. The Standard Dictionary has reversed this order 
by giving the common meaning of the word first, and its derivation last. 
This plan is used because the editors felt that a dictionary is more fre- 
quently consulted for the present meaning of a word than it is for its derivation 
or its older meanings. Since the first definition is apt to be the first one read, 
they felt that it should be the one most likely to be wanted. Consult the word 
ripple and give the part of speech and the meaning of the first entry of the word. 
Notice that this is its ordinary meaning as a verb. Give the definition of the 
last entry under ripple verb, and notice that it is seldom used in that sense. 
Read the first and the last definitions for ripple, noun, and notice the relative 
meanings. If the Webster or the Century dictionary were consulted under this 
word, the order in which the meanings are entered would be seen to differ from 
that used in the Standard. 

As the Standard Dictionary gives the common meaning of a word first, 
because it is the definition most likely to be wanted, it will naturally give the 
language from which the word is derived last, because this is the item least likely 
to be wanted. After the last definition of a word, a character appears which 
resembles a v on its side with the opening towards an abbreviation of the language 
from which the word is derived. Find this character within brackets at the end 
of definition number 15 of rise, verb intransitive, and give the abbreviation of the 
language from which rise is derived. AS, is an abbreviation for Anglo Saxon, 
Find this same character after the last definition of ripost, noun, and name the 
three languages through which ripest has come. From what language did 
riprap, noun, come? Did ripe, verb transitive number 1, come from the same 
limguage as ripe, the adjective? Under ripple, a reference for its derivation is 
made to what number of rip as a verb? Find the reference directly after the last 
definition of rip number 1, verb, and give the abbreviation of the language from 
which both words come. This dictionary does not give the derivation of words 
from such languages as the Hebrew, Greek, Arabic, etc. in the alphabets of those 
languages, but transliterates them into the English alphabet. 

Persons: Places: Other Proper Names 

Persons, places, and important proper names of any kind are entered in the 
vocabulary in regular alphabetical order as any other word is entered. Consult 
the proper noun Ripley, number 1, and mention the first person entered by that 
name. In what year was he bom? The number of the month in which he was 
bom is represented by the 4, and the day of the month by the 15 which directly 
precede the year. Give the month, day and year of his death. What is the 
given name of the second person entered? What, of the third? The fourth 
entry is that of a county in the south eastern part of what state? Is the popula- 
tion given? In what country is the eighth entry situated? Is the population 
given? Because population is so apt to change from year to year, it is not entered 
in the vocabulary but is given in a separate table at the back; this makes it easier 

8 



to revise from census to census. Where, in England, is Risca located? Where in 
the dictionary can its population be found? When was the Earl of Ripon bom? 
In which one of Irving's works does the character of Rip Van Winkle appear? 
Who has impersonated the character in a play? What chapter and verse of 
Genesis in the Bible, contains the proper noun Riphath? 

Phraaes 

Common phrases: The significance of many common phrases in ordinary 
speech can be found after all definitions of some important word in the phrase. 
At the very end of all of the entries under rise^ verb intransitive, find the phrase, 
To rise from the ranks , and read its meaning. What phrase directly follows it, and 
what is its meaning? Under rip, verb, number 1, find the phrase to rip and tear^ 
and give its significance. What abbreviation follows this phrase to indicate that 
it is not considered refined English? 

Foreign phrases: Many phrases in foreign languages are entered in alpha- 
betical order in the vocabulary under the first important word of the phrase: a 
section of the appendix at the back is also devoted to foreign phrases. 

Synonjrms and Antonsrms 

Synonyms are words which have similar meanings. After all of the defini- 
tions of a word have been given, if other words can be used to express practically 
the same meaning, they are listed, or a reference is made to some similar word 
under which synonyms are given. An easy and pleasant way of enlarging one's 
vocabulary is to consult the dictionary for synonyms of words frequently used. 
Occasionally a thought can be expressed better by using words opposed in mean- 
ing, that is, antonyms. The Standard Dictionary is the first dictionary to 
indicate antonyms; when antonyms are given they directly follow synonyms. 

Find the abbreviation Syn.f after the last definition of ripe, adjective, and 
give the first synonym mentioned, and also the last. Are the words in alpha- 
betical order? After the last synonym, find the abbreviation Ant., and give the 
first word mentioned which is opposite in meaning to ripe. Are antonyms in 
alphabetical order? What word is referred to for synonyms of ripen? Under 
synonyms for rise, verb, intransitive, notice that a note very carefully explains 
the different uses. At the end of the note, a reference is made to what other word 
for more synonyms? 

Miscellaneous Items 

Quotations: Emphasis: Double Hsrplieii: Obsolete: Variant: Plurals: 

Illustrations: Pacing: Guide Words 

Quotations: When the Standard Dictionary quotes an author to illustrate 
the use of a word, it uses the author's spelling and always tells exactly where in his 
works the quotation appears, even giving editions, publishers and dates. Find 
the quotation selected to illustrate the second definition of ripen, verb, and give 
the author, his work, the page, the letter used to abbreviate the publisher's name, 
and the date. Find the corresponding items under definition number 1 of rise, 
verb transitive; and also for ripple verb, number 1, intransitive, number 1. 

Double hyphen: A double hyphen is used in this dictionary for all compound 
words, thus clearly indicating when a word is compound and when it is d\vvdfijd.Vs^ 





a dash into syllables. If a single hyphen were used for rifhfisking, after ihe last 
definition of ripf noun, number 2, could one know whether this is a compound 
wordy or whether the division by syllables happened to fall at the end of the lineT 
Is the word ris-herm a compound word? Is the word rip-saw compound? 

Emphasis: A syllable which is to receive an emphasis of first importance is 
followed by one mark of accent ( ; that which is to be given an emphasis of 
secondary importance is followed by two marks of accent {'). Which syllable is 
to be given the emphasis of first importance in riprapl Which, of secondary 
importance? Name the syllable which is to be given the emphasis of first 
.importance in each of the following: rip-saw; ripuarian. 

Obsolete: The Standard Dictionary places a dagger (t) after a word when 
it is no longer used in the sense of the definition which follows the dagger, that is, 
when the meaning is obsolete. Is the dagger indicating that rip, noun, number 6, 
is obsolete, placed before or after the ^^n'\ for noun? Which ripon is obsolete, 
noun number 1 or number 2? 

Variant: A double dagger ({) indicates that the word or expression which 
precedes it, varies from the word consulted. Consult definition number 4 of 
rip noun, and give a varied spelling and also another word for it. Find ripe^ 
noun, and read the reference for its first definition. Give a variant spelling 
for ripost, noun; for rippet, and another word for ripple, noun, number 2. 

Plurals: Irregidar plurals, teeth or mice, for example, are entered after the 
singular, preceded by the abbreviation pi.; and also in alphabetical order in the 
vocabulary, referring to the singular. 

Illustrations: Many valuable plates and illustrations are given. 

Paging; guide words: The pages are given at the top of the inner margins; 
at the top of the outer margins the first word defined on the facing pages is 
indicated, with the last one just below it. These words serve as a guide to in- 
dicate that facing pages contain words which come in alphabetical order 
between the guide words. 

Encyclopaedic Information 

Recent editions of modem dictionaries give much exceedingly condensed 
encyclopsedic information; that is, they give, in addition to the meaning and the 
derivation of words, much condensed information of the kind which is found in 
detail in encyclopedias. Such information is given after all items have been 
entered under the leading word of the subject, unless the item is of sufficient 
importance to have a place of its own in the vocabulary. The following page 
contains the word father, just as it is entered in the Standard Dictionary, and is 
inserted to illustrate how encyclopsedic information is entered under some leading 
word. What is the last number entered in heavy type under the definition of the 
word father? Into how many subdivisions is this number separated? From what 
language does father come? The first encyclopsedic entry is adoptive father; 
notice that it begins with "a". Are there any heavy type entries b^inning with 
6, c, d, or e? What word does the "/" stand for in the entry /, confessor? To 
make clear the fact that the words following **f' are in sub-alphabetical order for 
some distance down, nm over them as follows: Arethereanyentriesfor"d",'Vor 
"/'? What is the entry under "C"? Are there any for "* ' '? What are the two 
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for "t"? How many definitioDs are 
ffven under father-in-law? Definition 
number 2 is used colloquially iu wliat 
country? Is there any entry for ";'"? 
for "Jf"? for "I"? What is the first 
entry for "o"? The words following 
"of" are again in sub-alphabetical order: 
pve the first word in heavy type direct- 
ly following "of, and also the last. Is 
there any heavy type entry for "p"? 
What is the entry for "q ' '? What sign 
indicates that f atber-queller is not now in 
current use? What are the two entries 
for "r"? What is the first entry for "b"? 
The second entry for "s" is the plural of 
father, which is written out. Notice the 
strict alphabetical order of "sis" (sister) 
and "s of" (Fathers of). Name the two 
sub-entries in heavy type under Fathers 
of the Church. After all of the subdivi- 
edons under "f" (for father) have been 
disposed of, what adjective restores the 
alphabetical order under "G"? Are the 
remaining entries in alphabetical order? 

Answer the following questions 
readily by easily finding the proper 
■ub-alpbabetical order: Who has been 
called, "Father of Epic PoetryV Who 
(besides George Washington) "Father 
cf His CountryV Who, the "Great 
White Father?" Who, "Father of Amer- 
icaV (A double da^er follows what 
other title, to indicate that he is known 
by either?) 
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Because modem dictionaries are packed with encyclopeedic information, 
they might almost be considered to be the best brief encyclopedias published, 
while also fulfilling their functions as dictionaries. 



Revised Scieotlflc Alphabet for Prommciatloii 

Words are respelled for pronunciation under Key 1 in accord with a plan 
based on what is called the Revised Scientific Alphabet. A complete explanation 
of this alphabet, together with its history and the names of the scholars who 
have spent years of study upon perfecting it, can be found on pages xxiii-xzviii 
of the preface of this dictionary. The alphabet is called scientific because it 
indicates a harmony between the vowel sounds in English and corresponding 
sounds in other languages, and gives only one symbol for each sound. As this 
plan gives a broad relationship of English to other languages, it is of inestimable 
value to foreigners, and to students of languages other than English. The plate 
which is given herewith condenses the symbols for both keys. The keyB, as 
greatly condensed, also appear at the top of facing pages in the vocabulary. 
Consult the plate for the following explanations: 

In the second column of the plate, second entry from the top, find ai under 
Key 1, give the corresponding markings under Key 2, and read the illustrative 
words which follow. Notice that each one has the vowel sound of ai as in 
aisle. When this sound is to be indicated in the respelling of a word for pronuncia- 
tion under Key 1, "af" appears; under Key 2, long i or long y appears. There- 
fore, how is pine respelled for pronunciation under Key 1? How, for Key 27 
Respell the illustrative words following pine, according to Key 1. Turn back 
to the specimen page from the dictionary, look under rise and under ripen, and 
notice how plainly Key 1 and Key 2 indicate exactly the same pronunciation in 
different ways. As the sound of ai, used for Key 1, is also the sound of ai in 
Italian, Spanish, Greek, and modified in other languages, a certain relationship 
for this sound is maintained among languages in the scientific alphabet (Key 1). 

A very scholarly study of the comparative sounds in different languages is 
given on pages xxxu-xxxv of the preface. 

Consult the first column of the plate, under "a'', and notice that two shapes 
are given for it under Key 1 ; written and printed. Notice that the first written 
''a" mentioned under Key 1 has no mark over it, and that the second has a mark 
of length, a macron. Is the same true of the printed ''a"? Find ''e" and *V 
below the ''a'', and see if they are marked. When any vowel is unmarked in 
Key 1, it has its own short name sound; when this name sound is lengthened a 
mark of length, a macron, is placed over the vowel. The macron is the only 
mark used in this dictionary. 

As there are two shapes for "a'', there are also two shapes for "o" and for 
"u". The second shape of "o" has a line through its body, and at first glance 
somewhat resembles an ''e"; the second shape of ''u" is a capital of the same sized 
type. Does each of these shapes have one unmarked value and one with a ma- 
cron over it? Read the illustrative words for each of the four values for "o" 
and for ''u''. How is the "o" marked in Key 1, when its sound as in "or" is to 
be indicated? Give the shape and mark for '^u" in burn in Key 1. 

By introducing two shapes for a, two for o, and two for u, the five vowel 
ounds in the English language have been increased to eight. 

Read the illustrative words for the sound of 'V, under Key 1, when it is 
unmarked. When the short name sound of "e", as in get, is prolonged, that is 
really lengthened, it takes the sound of "e" in prey, and the sound is indicated by 
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placing a macron over the "e''. Under Key 1, in the vocabulary^ say is re* 
spelled for pronunciation, si; weigh, as wi; play^ as pB, Read the words which 
illustrate the sound indicated by long "e" under Key 1 in the plate, and respdl 
each one as it will be found in the vocabulary under Key 1. 

What is the first illustrative word given under Key 1 to indicate the sound 
represented by "i" unmarked? What is the first word given to indicate the 
sound of "i" marked long? Under Key 1, in the vocabulary, seen is marked An\ 
fear, fit) niece, nis. Read the words which illustrate the sound indicated by 
long i, in the plate, and respell each one as it will be found under Key 1 in the 
vocabulary. 

Just below the line in the middle dl the last column, find the character which 
indicates the sound of "a" in ask. Directly below this character, another charac- 
ter is given which indicates an unstressed sound as "a" in sofa. This character 
resembles an inverted ''e", or an "a" without the lower right hand shank and is 
sometimes called the shankless a. Notice directly below it, that an unstressed 
sound as of '4" in habit is indicated by omitting the dot from the i. 

By stud3dng the illustrative words for the diphthongs in the second column, 
tell how the following are marked in the vocabulary under Key 1: out; feud; oil. 

At the bottom of the second column, notice the sound always represented by 
"s". How is cent respelled under Key 1? Directly above "s" notice how "t" 
and ''h" are joined to represent their sounds in this, and in the next line above 
note the manner of joining them for their sounds in thin. In the line above thin, 
notice that when ''n" has a left curve below the line that the sound of "ng" is 
indicated. The sound of "g" and of "k", above, are very simple. At the top of 
the third column, notice the shape of the z which represents its sound in zesi\ 
four lines below, notice its shape to represent its sound in azure. Between these 
shapes for z, note how "c" and "h" are joined to represent thear sounds in chin\ 
how "s" and ''h" are joined for their sounds in ship] and that j represents a soft 
sound as in jet or gist. 

Work out the respelling for pronunciation under Key 1 of the word riotry^ 
as follows: the sound of i in the first syllable is represented by what diphthong? 
The unstressed sound of o in the second syllable is represented by an ''a", with 
what part omitted? The unstressed sound of the y, is indicated by omitting what 
from the regular i? Riotry is the first word on the specimen page from the 
dictionary; turn to it, and test the markings by examining the respelling for 
pronunciation under Key 1. Note the delicacy of sound thus gained. 

By consulting the plate, tell what the words are which are respelled for 
pronunciation under Key 1 as follows: 

kll pipl pOng Chit hit hit kOl 
tak fdrn kwodr dheia fiQ partfh8lj«i 
koBl dUfldt ttiau kdki bIQ eihar arm 
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New English EHcdonary 

alto called 

Murray or Oxford Dictionary 

A specimen entry fcom Murray's New English dictionary is given on the 
following page. This is the most exhaustive dictionary ever compiled in any 
language. It does not contain any encyclopsedic information, biography, 
geography, abbreviations, phrases or other items which can be found in the 
Standard and most other modem dictionaries, but is confined to the treatment of 
words. The work was begun thirty-five years ago, and will be in ten or twelve 
large volumes when completed. Every word which has ever been a part of the 
English language is entered. A strict historical order of the different meanings 
and parts of speech of a word is preserved by dates showing when the word came 
into the language, and, if it dropped out, when. Quotations are given under each 
shade of meaning to show how the word was used and spelled by standard authors 
at the various dates. Some of the quotations from the early English are as 
difficult to read as though they were written in a foreign language. 

The specimen entry is taken from the upper half of the page containing 
definitions numbered 50 to 58 of the word stand; the complete dictionary gives 
over one hundred definitions, and requires nearly fifteen full pages, thirty times 
the space taken by the specimen entry. 

The first quotation on the page, taken from the '^Gest of Robyn Hade,** illus- 
trates how the word stand was used and spelled in the year 1500 (or about that 
date, as indicated by ''a"). This particular definition is in the sense of taking 
the place of some person or thing, that is to stand in the place of. Notice how 
Jest of Robin Hood was then spelled. Read the quotation, and tell how the 
following words were spelled at that time : 

yeoman; stead; stand; great; need; have. 

Notice that the word have is spelled with a "u" instead of with a **v.*' Read 
the quotation on the second line from the top of the second column, under date of 
1625, and notice that both the words have and lived are spelled with a "u" instead of 
with a *%'' and that the word undaunted is spelled with a "v" instead of with a 
"u.** Under definition number. 50, date 1525, how is David spelled, and how, 
journeyt Under date 1205 of this definition tell how the following words were 
then spelled: right; hand; let; stand. What is the last date under number 507 
Number 51 is preceded by a dagger which indicates that the definition of stand 
as there given is no longer used, that is it is obsolete. At about what date did this 
meaning of stand come into the language? C'c" means drca^ about.) At about 
what date did it die out of the language? 

The first quotation under number 53, date 1606, is taken from which act, 
scene, and line of Shakespeare's Antony and Cleopatra? Give the spelling at 
that date for give^ evidence, love. Under 1610 a quotation is given from which act, 
scene, line of Shakespeare's Tempest? Under 1712 a quotation is given from 
which number and which paragraph of Addison's Spectator? Notice how 
differently words were capitalized at that date. 

In what sense is stand defined under number 58? Subdivision "a" refers to 
persons and animals; subdivision "b" refers to what? Which use is tlv^ ^^^^^xl 
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A Specimen Entry from 
Murray: New English Dlcdmiaiy (Oxford) 





Questions for New Standard Dictionary 



Student's name Per cent. 



Teacher's name Hour reciting Date 

Have you read the directions on the back cf this cover? Answer yes or no. 



1— It the pronunoiation of a woxd given under the first or under the last entry, if it is the same for its different mi 
or parts of speech? 



2 — Where ean one find what the reformed spellinz of a word is? 

8 — ^Under what word are abbreviations entered in tabular form? 

4 — ^What docs the eharacter which indicates derivation, resemble? (or make the character). 

5 — Is derivation given before or after definitions? 

&— Is the oldest or the common meaning of a word entered first? 

7 — a: What sign is used to indicate an obsolete word? b: What indicates variaa/? 

8^Irregular plurals arc entered after the singular, and also where else? 

9— Is a single or a double hyphen used for compound words? 

10— a: 8ec<»dary accent is indicated by how many marks? b: Primary, by how many? 

11 — ^When the pronunciation of a word is disputed, what Roman numeral calls attention to the tabic of disputed 
pronunciations at the back? 

12— a: Are Greek letters used in giving derivation of words trom the Greek? b: Is a corresponding plan used for all 
foreign alf^iabets? 

19-^a: Are synonyms entered before or after definitions b. How is the word abbreviated? 

14— a: Are antonsrms entered before or after synonymsi b: How is the word abbreviated? 

15— ^Would the significance of the common phrase to go to the dogs be given near the beginning or near the end of all 
entries under the word dogt noun? 

Ifi — ^Infonnation regardin^^ items given below can be found in the dictionary. If it should be looked for in the vocabu- 
lary, place a capital V at the end of the item; if in the appendix, an A. 

TUem^; ^ population; • persons; > characters in fiction; a collection of foreign 

phrases; '^ rules for the simplification of spelling; characters in mythology; > abbre- 

viations; common phrases; characters in legend; foreign phi ases (not tabulated); 

encyclopaedic information; , a collection of words differently pronounced. 

17— Are the two kesrs for pronunciation on the same or on different principles of soimd? 

18— «: What is the number of the scientific key? b: What, of the text-book key? 

10 — la the short sound of a vnwrl inilicated by a mark, or by the omission of a mark? 

S>— What is the only diacritical mark used? 

11— What is left out of "a." to indicate an unstressed sound as in "sofa?" What from *'i," for sound in "habUt" 

1^-Indicate the changed shapes used for "o" and "u" (or print the shapes). 

1^-The symbols used for kev 1, a« they are condensed at the top of facing pages in the vocabulary, are given a few 
lines below. Consult them and tell what words are nmpelled as follows under key 1 in the vocabuhuy. 
(Vowels come first ; then shankless u and dotless i; then diphthongs; tlien consonants.) 

fit win tfluj wek foibor mat 
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By consulting the symbols, respell the following words according to key 1. 

dear; day; might; door; fur; \sl. 
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Foreword 



Tbifl pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of "Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in difiFerent years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 
2 — New Standard Dictionary 
3 — Encyclopaedias 
4 — ^Parts of a book 

5 — Atlases; city directories; gazetteers 
6 — Concordances 

7 — Library classification and card catalogue 
8 — Indexes to periodical literature; debates 
9 — Year-books 
• 10 — Commercial indexes 

11 — Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufiicient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library a£Ford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 
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Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any imread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The foUauHng p€nragraphs are taken from the 
ForeuH>rd of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
''book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Encyclopaedias 

The word encyclopedia comes from the Greek, and means, literally, ''educa- 
tion encircled." The English equivalent of the Greek word for "education" is 
"paideia." By adding the first three syllables of encyclopaedia, "en" (in) and 
"cyclo" (circle) to "paideia" (instruction or education) the full significance of 
the development of the word is easily seen. The word "cyclopaedia," practically 
a synonym of encyclopaedia, is sometimes used for a work confined to topics 
relating to some one subject; music, for example. 

We are so accustomed to encyclopaedias and dictionaries that it is difficult for 
us to realize that the great reference books which we now have in this form are 
the result of years of experience. The last edition of the "Encyclopaedia Britan- 
nica" has twenty-nine large volumes. The first edition of this work appeared 
about one hundred and fifty years ago, in three volumes. The three volumes of 
the first edition were then considered as exhaustive as are now the twenty-nine 
volumes of the eleventh edition. 

Alphabetical Order of Articles and Volumes 

All general encyclopaedias have the one purpose of giving at least some infor- ' 
mation on almost every topic. The main topics are usually arranged in alpha- 
betical order, and are readily found by means of the letters printed on the outside 
of the volumes. Consult the picture of the "Britannica" which follows, and notice 
that the lower line of letters on each volume is usually the same as the upper line 
on the volume following it. This is not designed, but it cannot be avoided if only 
three letters are used, as articles are separated with reference to making the vol- 
umes approximately the same size, and not with reference to the exact alphabet- 
ical division of topics. Can one tell from the letters whether Charles I of England 
comes in volume 5 or in volume 6? Give the numbers of the volumes which 
contain articles on the following: Turkey; Rome; Abraham Lincoln; Africa. 

The New international encyclopaedia uses as many letters on the outside of 
the volumes as are necessary to indicate just where in the alphabet the volume 
begins and ends. Notice in the line iSelow, which represents volumes in the 
New international encyclopaedia, that more than three letters are used, and that 
the letters on the bottom line of a volume are not repeated on the top line of the 
volume following it. Can one tell immediately in which volume of the New 
international an article on Charles I of England comes? If only three letters, 
under "Cha," were printed on the back, could one tell the exact volume for 
Charles I? 



Vol.1 


Vol. II 


Voh III 


Vol. IV 


Vol. V 


Vol. VI 


Vol. VII 


A 


Archai 


Beed 


Buck 


Chaucer 


Cory 


Domi 


Archae 


Beec 


Buch 


Chat 


Corv 


Dome 


Euth 
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An illuslration of the eleventh edition of the 

Encj-clopuedin nritaniiic.i 

Notice that the last volume is an index v 



Signed Articles 

No matter how well educated a person may be, it would be impossible for him 
to write all of the articles for a good modern encyclopedia. The general char- 
acter of the encyclopsedia is under the direction of editors, but the important 
articles are written by special students of the different subjects. Some of the 
articles in the best encyclopsedias are so extensive and scholarly that they would 
make good standard books on the subjects, if they were published in book form. 
As we are not apt to regard the authors of articles in an encyclopsedia as seriously 
as we do authors of books, we are in danger of losing a full realization of the fact 
that the value of encyclopsediajs as well as of books is determined largely by their 
authors. In a book, the author's name appears on the title page; in an encyclo- 
pedia, the name is usually given at the end of the article, or at the front of the 
volume in which his contribution appears. In the Encyclopaedia Britannica, the 
author's initials appear at the end of the article; his full name at the front of the 
volume: in the New international encyclopsedia the name of the author or editor 
appears in the Table of contents at the front. When the authors of important 
articles in encyclopedias are given at the end of the articles, the encyclopaedia 
is said to contain ''signed articles." Articles of minor importance are not usually 
written by specialists, and therefore they are not "signed.*' No encyclopaedia 
can be of high standing which does not contain a fair percentage of articles 
which are either written or edited by "signed" authorities. 

Gross References 

Many times information on a certain subject is scattered under a number uf 
different articles. For example, the article under "Drama" would necessarily 
make some mention of the theater; the reverse would also be true. Part of the 
information would therefore be in the volume containing "Drama," and part in 
the one containing "Theater." When it is necessary to call the attention of the 
reader to the fact that further treatment of a subject can be found by crossing 
over to other articles, some form of a "cross-reference" is used. Details of meth- 
ods used will be illustrated later. 

Best Books Listed: Bibliography 

At the end of articles in the best encyclopedias, books and pamphlets bearing 
on the subject are frequently listed in the last paragraph, which is then headed 
by one of the following words, or its equivalent: Consult; Authorities; References; 
See; Literature; Bibliography. The last word, "bibliography," comes from 
the Greek and means "the writing of books." 



Encyclopaediaa Have individual CharacteriBiicB 

Though all general encyclopsedias have many features in common, we need to 
realize that each one also has individual characteristics. An English encyclo- 
psedia, for example, would be apt to give fuller and better articles for minor sub- 
jects relating to England than for those relating to America. 

It is well to know the plan adopted by different encyclopsedias with regard to 
such general points as the following: 

Method of dividing large subjects; 

Plan of crossing from one reference to another; 

Probability of long or of concise articles; 

Likelihood of a scientific or of a popular treatment of the subject; 

Effect of the date on the article; 

Class of subjects included or excluded. 



Important Encyclopaedic Features 
IttuMtrated by Specimen Entriee 

Three important modem encyclopedias have been selected to illustrate general 
and special encyclopedic features: 

Encyclopflsdia Britannica 

New International Encyclopflsdia 

Nelson Perpetual Loose-leaf Encyclopasdia 

Encyclopaedia Britannica 
Index Feature 

m 

The Encyclopedia Britannica cannot be used to the best advantage without 
thoroughly understanding its very exhaustive index. The index is so extensive 
that it requires all of the last volume to contain it. Every item of any importance 
whatsoever which has been mentioned anywhere in any of the volumes of the set, 
is listed in this index in alphabetical order, and is followed by the volume and page 
which gives information concerning the topic. This encyclopedia is printed 
with two columns on a page. An "a" after a page in the index indicates that the 
information begins in the upper half of the first column of that page; "b" refers 
to the lower half of the first column; "c" to the upper half of the second column; 
and "d"^to the lower half of the second column. 

A specimen entry from the index to the Encyclopedia Britannica is inserted on 
the following page. Consult it, and give the volume, page, column and part of 
the column for the first reference under ''Architecture.*' Give the same for the 
second and third references mentioned under ''Architecture." Notice that after 
the volumes containing the leading articles have been referred to, the names of 
the countries and topics, beginning with "Abyssinian," are sub-arranged in 
alphabetical order. Find "Hittite" remains, and give the volume, page, column 
snd />art of column in which the reference concerning them begins. 
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^>ecimen ^try from the Indei of the 
Encyclopaedia Brltannica 




The volume which follows the first reference given under any subject in the 
index always refers to the main article on that subject. Main articles can be 
found more readily by means of the letters on the backs of the volumes than by 
means of the index, but information which is scattered under a number of dif- 
ferent headings, or which is too minor to have a separate heading of its own, can 
best be found through the index. Turn back to the picture of the complete set 
of the Britannica and, by means of the letters on the outside of the volumes, 
give the number of the volume containing the main article on ''Archimedes." 
Turn to the index, under "Archimedes" in heavy type, (do not confuse it with 
"Archimedes, Screw of") and notice that the first volume mentioned in the 
index is the same as the volume found by means of the letters. Under "Archi- 
medes" in the index give the volume, page, column and part of column for men- 
tion of his interest in "language." Give also the reference for his connection with 
the "Siege of Syracuse." 

Places on Maps Indexed 

Not only does this index refer to all scattered information on any topic, but, 
in addition, it indexes all places on all maps in the entire set, thus constituting an 
excellent atlas index also. Consult the map of Rhode Island, which follows, and 
try to realize what a task it has been to write every place in it on a separate piece 
of paper, preparatory to making an index. Every place in every map in each of 
the twenty-eight volumes has been indexed by a similar method. 

Find Waterman on the map of Rhode Island by looking for it near the point 
where an imaginary line, drawn from B at the top of the map to B at the bottom 
of the map, would intersect an imaginary line drawn from 1 at the right-hand 
margin to 1 at the left-hand margin. By a similar method, find: Tiverton, D-2; 
Rumford, C-1 ; School House Pond, B-3. Turn to the specimen page of the index, 
find "Arctic" in very fine type just below the words "Arc sight" and just above 
the word "Arctic" (in heavy type), give the reference for finding it in Rhode 
Island, and trace it on the map. By consulting the index, give the volume, page 
and map reference for finding each of the following: Archie, Mo.; Archibald, 
La.; Archillion, Ark. 
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specimen Entry of Map from the 
^cyclopaedia Britannlca 
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New International Encyclopaedia 
Entries Under Buffalo 

Consult the sample page from the New international encyclop»dia which 
follows, and notice that the word Buffalo appears at the top of the first column, 
and Buffingtan at the top of the second. Any entries which come alphabetically 
between these words will be found on this page. Guide words in reference 
books save the necessity of scanning the whole page. Give the number of times 
that the word ''Buffalo" and its combinations appear. Are the words following 
Buffalo in sub-alphabetical order? What ''cross reference'' is given under Buffalo 
Moth? What, under Buffalo nut? What, at the end of the article, under 
Buffalo fish? Under Buffalo Bird two references are given; after number 1, 
(Oxpecker) what abbreviation appears? This abbreviation comes from the Latin 
words "quod vide," meaning literally, "which see;" that is, under "Oxpecker," 
more information will be found. This abbreviation of "q. v." is frequently used 
in reference books, and should be readily recognized. 

The end of the article on Buffalo City, New York, comes at the top of the first 
column. Five lines from the top of the page, just above the word "Consult," a 
reference is made to what other articles in the encyclopsedia on Buffalo, N. Y.? 
The references following the word "Consult" refer to books which give much 
more complete information about Buffalo, New York, than do^ any article in 
the ejicyclopsedia. What is the first book mentioned? Give the title and date 
of the history of Buffalo by Powell. At the end of the article "Buffalo Gnat," 
under "Consult," notice that abbreviations are used for the first reference. 
These abbreviations refer to a Bulletin in the Division of Entomology of the 
United States Department of Agriculture. What is the number of this Bulletin? 
What is the second reference? 

The first entry in heavy type of the word "Buffalo" refers to a small town 
situated in what western state? This town could be located on the map near the 
intersections of imaginary lines from what letter and number on the map in the 
volume containing what state? What was the population of this town in 19107 

The full article on Buffalo, New York, or on any other large city, is separated 
into sub-topics, such as: 

Description Government 

Institutions EQstory 

Commerce and industry Map of city 

It is advisable to glance over the sub-topics of any long encyclopedia article 
before beginning to read it, as one can thus often find the special information 
desired very readily. 

Pronunciation of Proper Names: Dates 

Give the dates of the life of Louis Joseph Buffet. Should the last letter of 
his name be pronounced? 

Where was Adelbert Buffington bom? Was he living when this encyclopedia 

was published? 

10 
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in 1882. In 1001 (May 1 to November 1) the 
Pan-Amejican Expoeition was held at Buffalo. 
At this exhibition occurred the assassination of 
President McKinley, on Friday, Sept, 6, 1901. 
See Pan-Aiocbican Exposition. 

Consult: Smith, History of the City of Buf- 
falo and Erie County { Syracuse, 1884 ) ; Ketchum, 
An Authentic and Comprehensive History of Buf- 
falo (Buffalo, 1864-65) ; Powell, Historic Towns 
of the Middle States (New York, 1899) ; Sever- 
ance, Picture Book of Earlier Buffalo (Buffalo, 
1913). 

BXTFFALO. A town and the coimtyseat of 
Johnson Co., Wyo., 32 miles (direct) southeast 
of Sheridan (Map: Wyoming, £ 1). The people 
are engaged principally in agriculture and stock 
raising. Buffalo is the seat of a State Soldiers' 
and Sailors' Home and has a Carnegie library, 
courthouse, and county high school, and owns 
its water works and sewer system. Pop., 1890, 
1 087; 19 00, 710; 1910, 1368. 

BUlTAIiO BERBY {Shepherdia argentea). 
While familiar to horticulturists for many 
years, the buffalo berry has but recently taken 
rank as a fruit plant. It is a native of the cold, 
dry northwestern part of North America, where 
it has achieved its greatest success under culti- 
vation. The buffalo berry is a shrub with small 
■livery leaves, short thorny spines or branches, 
upon which the fruits, of about the size of a 
common currant, are borne. The plant is dioe- 
cious, consequently both male and female forms 
must be planted in order to insure fruit produc- 
tion. The two forms are easily recognized by the 
form and distribution of the winter buds; the 
siaminate or male plant bears small rounded 
buds in dense clusters scattered all along the 
spurs; the pistillate, or female plant, bears 
fewer and more elongated buds, usually in pairs 
along the sides of the spurs. The fruits are 
either red or yellow, are used for jellies, and 
often serve instead of currants for this purpose. 
There are no cultivated varieties on the market. 
The plant is valuable as an ornamental shrub. 
See EuBA QNUB. 

BUFFALO BIIiL. See Codt, William F. 

BUFFALO BIBD. A bird closely associated 
with wild oxen or buffaloes, picking the para- 
sites from their hides to eat, and warning the 
animal of possible danger by the expression of 
its own alarm. 1. An oxpecker (q.v.). 2. A 
tick bird. See Tick. 

BUFFALO FISH. One of several suckers 
(Catastomidse) of the Mississippi valley, com- 
prised in the genus Buhalichthys or Ictiobus, and 
so called because of the humped outline of the 
back, the large head, and dark colors. The red- 
mouthed buffalo fish {Ictiobus cyprinella) is 
brownish olive and reaches a length of nearly 
8 feet and a weight of 20 to 30 pounds. The 
big-mouthed one {Ictiobus urus) is also large 
and very dark, with all the fins black; while ^e 
small-mouthed {Ictiobus bubalus altus) is paler 
and more southerly in its habitat. The flesh is 
poor. For illustration see PUte of Suckebs. 
See also Fishbbdcs. 

BUFFALO GHAT. A gnat of the genus 
BimuUum, closely related, and similar to the 
northern black fly (q.v.), which swarms in the 
valleys of the liussissippi and Missouri riven. 
"They rival the mosquito in their bloodthirsty 
tendencies," says Howard, "and not only do they 
attack human beings, but poultry and domestic 
animals am freanentfy kiHed by them. • . .** In 



on cattle (as formerly they did on the bison), 
and produce death through their poisonous bites 
as well as from loss of blood. Unlike mosqui- 
toes, they fly and bite in the daytime and are 
often seen in large numbers flying in bright sim- 
shine. The larvie are aquatic, and unlike mos- 
quitoes again, the larve of which live in stag- 
nant water, Simulium larve frequent wefi- 
aerated and frequently swiftly running streams. 
Consult: Bui. 5, Div, Entom,, U, 8, Dept, Agri- 
culture; Osbom, '^Insects Affecting Domestic 
Animals," Dept. Agric, (Washington, 1896). 

BUFFALO GBASS, or BucHLofi {BuchM 
or Bulbilis, dactylddes) , A common grass of 
the western United States, ranging from Mani- 
toba to Texas, where it is one of the best pas- 
ture grasses. It is a low, spreading grass seldom 
more than 6 inches in height. It spreads rapidly 
by nmners, soon forming a dense sod. The grass 
is dioecious, the male flowers conspicuous, while 
the female flowers, which occur on a different 
plant, are easily overlooked. It is readily propa- 
gated by seed or sod and is improved by cultiva- 
tion. Sod transplanted from the plains to Wash- 
ington, D. C, quickly covered the ground and is 
perfectly adapted to its surroundings. It turns 
brown after frost, but during the summer pre- 
sents a dense growth of fine herbage. It is ap- 
parently very nutritious and is relished by all 
kin ds of stock. 

BUFFALO MOTH. See Cabpet Beetlk. 

BUFFALO NUT. See Tbapa. 

BUFFEB (OE. buffe, slap, blow), BuFFiifo 
Apparatus. An arrangement projecting from 
the frame of a railway car to prevent injury 
from violent contact or collision, or to deaden 
the effect of the concussions caused when the 
velocity of a part of the train is checked or 
when the engine is starting the train. Buffers 
are used on passenger cars in America and con- 
sist of three parts — the head, the bar, and the 
stem. The stem passes through the spring and 
buffer-spring beam; the shoulder formed by the 
junction of the stem with the bar bears directly, 
or by means of a plate, against the spring, which 
is usually of the volute or spiral type. ' This 
buffer is placed at the centre of each end of the 
car. In English railway practice two buffers are 
used at each end of the car, one at each side of the 
centre. The general construction is much the same 
as that described above, except that flat springs, 
somewhat like a carriage spring, are enwtoyed. 

BUFFET, hj]i'{k% Louis Joseph (1818-08). 
A French politician. He was bom at Mirecourt, 
Vosges, and in 1848 entered the Chamber of 
Deputies. Under the presidency of Louis Napo- 
leon he held the portfolio of Commerce and Api- 
culture. He afterward became leader of a 'Tiers 
Parti," which, tried to reconcile liberal reforms 
with loyalty to the government, and in January, 
1870, joined M. Emile Ollivier's cabinet as Fi- 
nance Minister, but resigned in ApriL He was 
elected to the National Assembly (1871), of 
which he became president in 1872, and formed 
a cabinet in 1875, taking the portfolio of the 
Interior. In this latter office, however, he made 
himself obnoxious to the Republican party, and 
when, in 1876, he failed to secure a reflection to 
the Assembly, he resigned. During the same year 
(18 76) the S enate elected him a life member. 

BwnnosKyroify adelbbbt rckiuk^ vv^^- 
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New International Year-book 

The New international encyclopsdia publishes a separate volume for current 
history each year. The topics are arranged in alphabetical order, and constitute 
an exceedingly valuable encyclopedia for the events of one year only. The 
volumes are bound to correspond with the volumes of the regular set. 

Nelson's Perpetual Loose-leaf Encyclopaedia 

An ingenious loose-leaf plan for an encyclopeedia has been devised by Nelson 
and Company of New York, and published under the title: "Nelson's Perpetual 
Loose-leaf encyclopfedia." The volumes in this set are not bound in the usual 
way; the loose leaves are held in place by an adjustable fastening device con- 
taining prongs which are run through boles punched in the pages for the purpose. 
The loose-leaf feature makes it possible to insert pages giving recent information 
in alphabetical order. New leaves containing current subjects are issued every 
six months, thus keeping the encyclopaedia up to date. This is the only 
encyclopedia which can be kept up to date without issuing "year-books." Sub- 
scribers to this encyclopaedia are given the benefit of an "Information bureau." 
Thia bureau answers individual requests for information, and sends the answers 
in typewritten form on sheets which can be bound in the regular volumes. 




Nelsoa's Perpetual Looae4eaf 
Encyclopaedia 

The publishers of Nelson's Loose-leaf encyclopiedia have kindly prepared the 
following "composite" page showing subdivisions under their article on Japan. 
The full article on Japan in this encyclopaedia requires over twenty pages. Just a 
few lines under each sub-topic are given on this composite page. Glance 
over the headings of the topics, in the order given; most encyclopedias treat 
topics under countries in a similar order. Does the sub-topic which treats of the 
history of a country cotne near the beginning or near the end of the article on 
that country? What sub-topic follows "history" on the specimen page? Notice 
that this topic gives a list of books. Name a good history of Japan. 
12 



specimen Composite Page Entry taken from Article Japan In 
Nelson's Perpetual Loose-leaf Encyclopaedia 



hkbiUnta NIPPON or '. 
i. (., 'Bim origin' or 'eaatera 
hud'), an empire in Aala cxmaiat- 
itig of B long chsiD of 4,000 isl- 
ands which extend from Bl° to 
23° N. lat.. and from 119° to 166" 
E. long., with a total len^ Vl 
about 2,400 miles. BegiiuuDK at 
the north, the empire compriBM 
the volcanic Kurilefl. or Chiahima 
vhlch approach close to Kam 

r » p «(r^<B.— Japan is a very 
mountainous country, the only 
coDsidciable plain being that ai 
Tokyo. Honshu is tniverBad 
from end to end by many broken 
lances with numerous bnuiches. 
In the northeast the highest sum- 
mits are mostly vol 

ClbaA Biti S»tl~Tbe north- 
cm paita of the empire are pro- 
porttonally much colder than 
^acca in the tame latitude in 
Europe and America. In Tokyo, 
the mean tempemture for twenty 

'"^n^°S3 F«n»— With its 
wide range of climate and its 
krfty mountains. Japan has a 
great variety of vegetation. Sav- 
atier, in his Enumeralio, names 
3,760 tpeciee. The iilmiba are 
mostly evergreen, comprising 
many with beautiful llowera. 
There »re also numerous ever- 
green oaks, tautels. and conifers. 
On the higher grounds are found 
■oore deciduous trees, as the elm. 
beech, walnut, birch, and chest- 
nut. Bamboodumps, low palms. 
and cycads in the lower grounds 
rtn$bg. — As the result of its 
unusually humid climate. Japan 
possCMCi a very large area of 
forest land. The types of forest 
growth correapond to those found 
in the Atlantic States, including 
sixty species of conifers and 
fiiiia, and OBk, beech, maple, 
birch, and other deciduous trees; 
toward the south, especially in 
Formosa, are camphor, bamboo, 
and cinnamon trees. The long- 
continued use of wood as fuel for 
the manufacture of ceramics, and 



try Btanaa high in important:?. 
based upon natural advantages 
equalled only on the Atlantic sea- 
board of the United SUtes. The 

inese. as an island people. 

r adopted a seafaring life; 

-• '~it ftOO years ago fishing 

J were made on the 

island of Vesso, attracted by the 
codt herring, aar 

MMnf. — japan is only mod- 
erately rich in mineral wealth. 
Great progress has been made 
during tile last thirty years in 
mining, foreign methods and 
machinery liaving been freely in- 
troduced and fmlgn engineers 
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JapansaaArt 

Rdlttom.SliinIa, the indig- 
enous religion of Japan. Is in the 
main a nature woratup. The 
gods are innumerable, the chief 
among them being the sun god- 
dess, from whom the Mikadosare 
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Manifadans in Japan are 
sharply divided into the oZd hi^ 
toric industries and those intro- 
duced since the revolution of 
I SAG. The former industries, 
originating in China, were im- 

E-oved by the Japanese through 
ng and 

Commace. — The situation of 
Japan is moat favorable to for- 
eign commerce, its island char- 
acter, Umited area of tillable 
Ismd, and proximity to countries 
rich in natuial resources suggest- 
ing a comparison with Great 
Britain. 

The growth of Japan's com- 
merce, owing to her pec 

Shiftfilnt. — From the closing 
of tiie ports to foreign commerce 
in 1S38 until their reopening in 
1869. Japanese shipping was at 
a low ebb, and the size of ves- 
sels was limited by law. As late 
as 1892. 77 per cent, of the Ships 
visiting Japanese ports were for- 
eign, but since that time shipping 
has developed greatly. In 191,3 
Japan owned 2.072 registered 
Steamers, with a gross tonnage of 
1,613.041, and 7,343 sailing vcB- 
sels. with a gross tonnage of 487,- 
847. This result has been accom- 
plished largely by the granting 
of subsidies to steam 

nliction. — The large number of 
ports in Japan, the rough con- 
figuration of the country, and Che 
snort distances from inland to 
sea coast districts have encour- 
aged water transportation. Or- 
dinary roads, though gteatly im- 
proved, and now for the most 
part macadamized, still leave 
much Co be desired. 

Railroadi. — The first railway 
in Japan was between Tokyo and 
Yokohama, 18 miles in length. 
and was opened in 1872. In 1906 
the government acquired most of 
the tailways of the count 

Pepulidlen.—TiK first reliable 
census of Japan, taken in 1872, 
showed a population of 33.110,- 
826; the census of 189S re- 
' of 43.7a3.1B3 in- 
of 1908, 49,GR8,- 
in Japan Proper. 

,_ . in Che Empire. 

The population of Japan Proper 
was then divided as follows: roy- 
al family, 67; nobles, 6.042; 
knights. 2.218.023; common peo- 
ple, 4T,382.2aa. In 1014 the pop- 
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Anrfi and Naty. In ISM the 
Army was organized on the best 
E^uropean models; and its present 
high efficiency was demonstrated 
in the wars with China (1894-B6) 
and with Russia (I9O4-0G). All 
able-bodied males between the 
ages of 17 and 40. with the excep- 
tion of students in foreign coun- 
tries, elementary school teachers, 

Goctnamnt — After Che revo- 
lution of 1808 (see History), in 
which the Shogunale was abol- 
ished and the actual sovereignty 
returned to the Emperor, many 
reforms were effecced. Che general 
result of which was to substitute 
a constitutional monarchy for the 
former autocracy. 

Finanet.—TYtt: budget esti- 
maCes for Che year ending March 
SI, 1SI4. placed the total ordi- 
nary revenue at S264,878,00a 

(28.520.000; Che ordinary ex- 
penditures at S2ll,ooo.000. and 
the extraordinary expenditures at 
•82 305,000. The 

Hlitory. — Early Period. — 
Modern Japanese historians be- 
gin with the Mikado Jimmu. wlio 
is stated to have ascended th* 
throne in oao B.C. But the more 
trustworthy contemporary rec- 
ords of China and Korea sliow 
that for more than a thousand 
years after Che supposed date of 

iimmu's reign, nothing existed in 
apan which deserves the name 
of History. About the date of the 
Christian epoch, Chinese travel- 
lers found a monarch established 
in Vamato, who ruled over a 
large part of the present Japan. 
For 

fi/Utopop^. — Genebal His- 
tory. — The history by Dr. Mur- 
ray in the 'Story of tlie Nations 
Series' is the best; but it Is un- 
critical, especially in the earlier 
part. A History of tht Empiri cf 
Japan was compiled by various 
Japanese authors for the Chicago 
Exhibition. GriSda' The Mikado' s 

J%pxtt—Ai<hatolet\l. The 
archseological remains of Che Jap- 
anese race date from a few cen- 
turies before the Christian epoch. 
The most remarkable are the 

Japan — Lanfuate ani iMaa- 
bin. The Japanese language 
belongs structurally, like Korean 
and Manchurian, Co the Altaic 
family, and like other Altaic lan- 
guages delights 

Japanese Art, In Che Mc- 
tharUcal Arti the Japanese have 
attained Co great excellence, espe- 
cially in the branch of metallur- 
gy, and in the manufacture of 
porcelain, lacquer ware, and silk 
labrics; indeed so exquisite in 
design and execution 



The paragraph headed ''Flora and Fauna'' pertains to the vegetation and the 
animal life native to Japan. In many encyclopedias ''Flora" forms one topic, 
and "Fauna" a separate topic. What is characteristic of the shrubs of Japan? 

Find the sub-topic "Population" and give the census of Japan in 1872. 

Under the topic "Religions," find the name of the native religion of Japan. 

Near the bottom of the second column, find the word "railroads," in italics, 
and tell under what subdivision it falls. When was the first railroad established, 
and how long was it? 

What word heads the first sub-topic, near the top of column one? Notice that 
this topic gives the general character of the surface of the land in Japan. What 
word, therefore, is used in encyclopedias for the heading of sub-topics giving 
corresponding information imder any country? 

An Encyclopaedia for Young People 

A good brief encyclopedia for young people is the 

New SiuienCs Reference Work^ in 6 Volumes 

The articles are written in simple language and are especially designed to meet 
the needs of young students from the grammar grades through the high school. 
It is published by Compton Co., Chicago. 

Young people are very fond of a kind of "Children's Encyclopedia" entitled: 

Book of Knowledge 

The articles in this set are attractively written, and are designed more to interest 
girls and boys in important subjects than to give information upon them in 
encyclopedic form. The set is published by The Grolier Society, New York. 
This same firm also publish a 

Book of History 

which is correspondingly designed and arranged. Both sets are well indexed 
and illustrated. 

Fictitioua Characters 

and 

Titles of Standard Works of Literature 

The New international encyclopedia enters important fictitious characters, 
and titles of standard works of literature in alphabetical order. 

The Encyclopedia Britannica does not enter characters in fiction; titles of 
standard works of literature can often be traced through the index. 

The Nelson Loose-leaf encyclopedia does not enter characters in fiction, neither 
does it enter titles to standard works of literature. 

Though some encyclopedias exclude characters in fiction, most encyclopedias 
include characters in mythology and legend. 

14 



Encyclopaedic Information in Modem Dictionaries 

Recent editions of the Standard, Webster, and Century dictionaries give so 
much information of an encyclopedic nature, and in such an exceedingly con- 
densed form, that they constitute what might be called the most valuable brief 
encyclopsedias published. Information of this character is given in dictionaries 
after the last numbered definition of the word. The Century dictionary issues a 
separate volume for proper names. These dictionaries are also most excellent 
for fictitious characters. Titles of standard works of literature are not exten- 
sively included in the Standard or Webster dictionaries. The separate volume 
of proper names for the Century dictionary is excellent for any important proper 
name. 

Important Subjects liave Special Encyclopaedias and Dictionaries 

The arrangement of reference material in encyclopsedic form has developed 
marvelously during recent years. One general encyclopsdia is no longer suf- 
ficient, even for a small library, but it is practically a necessity for a library to 
contain special encyclopedias or dictionaries on important subjects. The range 
of such reference books is almost limitless; one's acquaintance with them will de- 
pend largely upon individual needs. Such subjects as the following, and many 
others also, aside from those mentioned in the list which follows, have important 
encyclopedias: Chemistry; Agriculture; Law, many phases; History, general, 
and different nations; Biography, general, and many phases; Music; Mathe- 
matics; Horticulture; Political Economy; Engineering. 

Many excellent collections of poems, debates, orations, stories, and of other 
subjects are issued in volumes arranged in alphabetical order, thus resembling 
the form of encyclopsedias. 

Though it is a mistake to confine one's reference work mainly to books of an 
encyclopaedic nature, it is also a mistake to slight books of this character. 

Important Authors have Special Reference Books 

Even prominent authors, such as Dickens, Scott, Kipling, Browning, and 
others have special reference books devoted to characters, plots, quotations, and 
other items connected with their works. A few important books of this nature 
are mentioned below. 

\uthor Dictionaries and Synopses 

A synopsis of a work gives a general outline of it. 

Browning. Cyclopedia. Berdoe. 

Dickens. 1. Dickens dictionary. Philip. 

2. " " Pierce. 

3. Dickens synopses. McSpadden. 

Scott. 1. Waverly synopses. McSpadden. 

2. Waverly dictionary. Rogers. 

Shakespeare. Shakespeare synopses. McSpadden. 

Thackeray. Thackeray dictionary. Mudge. 

15 



opera Ssmopses 

American history and encycIop»dia of music. 12 vols. Gives story outline 
of operas. 

McSpadden. Opera synopses. 

Upton. Standard operas. 

Miscellaneous Synopses 

Baker: — Guide to best fiction. 

— Guide to historical fiction. 
The descriptive notes in these guides are so good that they amount almost to 
synopses. 

Warner: Library of the world's best literature. 30 volumes. Directly pre- 
ceding the general index, synopses of many works of literature are given; index 
under title, precedes synopses. 

Book Reviews: Some book reviews are practically synopses. 

Handbooks 

Though handbooks are in no sense encyclopsedias or dictionaries of special 
subjects, yet they usually pertain to some special need and are generally arranged 
in alphabetical order. The following are a few, worthy of note: 

Brewer: Reader's handbook (contains synopses of Skfew standard works). 

— Dictionary of miracle. 

— Historic note book. 

— Phrase and fable. 
Harper: Book of facts. A classified encyclop»dia of the history of the world, 
including literature, art, government — 1 volume. 

a. Topics and countries arranged alphabetically; sub-arranged in tabular and 
chronological order. The tables are excellent for dates and summaries. 

b. Under large cities a list of its mayors is given at the end of article. 

c. Under any state a list of governors and senators is given at the end of 
article. 

d. Under countries, a list of its rulers is given at end of article. 

A Few Important Special Encyclopaedias and Dictionaries 

Read the following list of books. They are important in connection with the 
study of encyclopffidias, but they cannot be treated in detail. 

1. Bliss, William D. P. New encyclopsedia of social reform. 1 vol. 

2. Grove. Dictionary of music and musicians. 5 vols. 

3. Hart, A. B., and others. An encyclopedia of American government. 

3 vols. 

4. Hastings, Rev. James. Bible dictionary. 1 vol. 

(Many dictionaries and encyclopaedias on Biblical subjects are published.) 

5. Hopkins, A. A. Scientific American cyclopedia of formulas. 1 vol. 

6. Jewish encyclopaedia. 12 vols. 

7. Lippincott. New gazetteer of the world. 1 vol. 

8. Lippincott. Universal pronouncing dictionary of biography and myth- 

ology. 1 vol. 

9. Monroe, Paul. Cyclopedia of education. 5 vols. 

10. Peck, H. T. Harper's Dictionary of classical literature. 1 vol. 
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Questions for 
Encyclopaedias 

Student's name Per cent. 



Teacher's name Hour reciting Date 
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Have you read the directions on the back of this cover? Answer yes or no. 

1 — What does the word "encyclopsedia" mean? g 

("Cyclopsedia" is practiciilly a synonym for encyclopsedia.) 

■S 

& 
2 — ^What does the abbreviation "q. v." from the Latin "quod vidi", moan literally in English? .ad 

m 
3 — a. Which encyclopaedia is issued in loose-leaf binding? £ 

b. How frequently are separate leaves, containing current information, issued for the J^ 
Loose-leaf encyclofMedia? ^ 

1 

4 — Articles under countries in encyclopaedias are usually quite extensively sub-arranged. What ^ 

do the following subdivisions mean? "g 

Fauna Flora •** 

Topography Bibliography 

i 

5 — ^Under any country or citv, in an cncvclopsedia, is the history usually given among the first ' ^ 
or among the last subdivisions of the article? ^ 

6 — Under the word "Plato," in the index to the Encyclopaedia Britannicui, the following reference ^ 

appears: 12-513c. 

What volume, what page, what colunm, and what part uf it is indicated? 

7 — Which encvc]opa*<Ii:i issurs an excellent separate year-book with topics arranged in alpha- 
betical orcicr? 

8 — Name a good encyclopaHlia written especially for young people. ^ 

9 — Which of the three general cncycloptpdii's studied enters important fictitious characters? o 

(In other wonls, which one should l)e consulted in order to le:im in which works of § 

literature the following appear? Betsy Trotwood; Imogcnc; Mrs. Malapmp.) S 

10 — Thou(i;h the EncyclopoKiia Britannica di cs not mention chtu^cters in fiction, it does mention "J 
titles of prominent works of liU^nitun'; for example the "Rivals." Should minor points, 
such as titles, be looked for through the index, cr in alphabetical order in the body of this 
encyclopaedia? 

11 — a. Name three mo<lern dictionaries which give characU»rs in fiction. 

b. Which one of those three enters projior names in a separate volume? 

12 — In an article on any important suhjwt in a koimI ciicyclopiMlia where would the best b(M)k8 
on the subject be listed? 

13 — In which book, mentioned under "Handbooks, "could a list of the mayors of a city, or governors 
of a state, or rulers of a country, be found at the end of the article under tine name of the 
city, state or country? 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ''Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — Encyclopaedias 

4 — Parts of a book 

5 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — Indexes to periodical literature; debates 

9 — Year-books 
10 — Commercial indexes 
11 — Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 



Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The following paragn^hs are taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
book-using skill." 



ir 



The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Parts of a Book 

The arrangement of material in books usually has the following order, 
though it varies slightly: 

a. Title: date and owner of copyright on the back. 

b. Page for dedication, if desired. 

c. Preface. 

d. Table of contents. 

e. List of maps and illustrations. 

f. Introduction. 

g. Body of the work. 

h. Appendix; Commentary; Special notes; or other additions, 
i. Index or indexes. 

Title Page 

The title page is the page on which appear: 

a. The full title of the work. 

b. Its author, editor or compiler, together with indications of any position, 
achievement, or scholarship which may serve to warrant the confidence of the 
public. 

c. Number of editions through which the work has passed, if more than 
one. Sometimes a quotation appears. 

d. The publisher and the city in which the firm is located. 

e. On the back of the title page, the date and owner of the copyright are 
given. 

A copyright is secured through the United States Government Copyright 
Office, Library of Congress, Washington, D. C, for one dollar. It grants its 
owner the right to control the issue of all copies for a period of twenty-eight 
years, and is subject to renewal. 

Frequently the date of printing is given under the publisher's name. If this 
date is later than the copyright date, it indicates that the book has been re- 
printed at the later date from plates prepared at the time of the last cop3rright, 
but that the book has not been revised or changed. The copyright date is the 
important one. 



Page of Dedication 

When an author desires to pay special tribute to an individual, or to a col- 
lection of individuals, or to perpetuate some pleasant memory, he often does so 
through the dedication of his book. If a page is used for this purpose, it follows 
the title page. 

Preface 

A Preface is a presentation of a book by the author himself to his reading 
public. It enables him to talk more familiarly with his readers than he other- 
wise could, and to thank any friends who may have aided him in the preparation 
of the work. In the preface he usually tells what his aim was in writing the book, 
and what he hoped to accomplish through it. It is often a very valuable part of 
a book and generally well worth reading. At the end of the preface, the author's 
name, or his initials, frequently appear at the lower right-hand side, and the 
date at the lower left-hand side. The pages are often numbered with Roman 
numerals to separate the preface from the pages of the book proper. 

Table of Ciontents 

The Table of contents gives the titles or subjects of the chapters, poems, or 
other matter contained in the book, listed in the order in which they appear. 
Frequently the chapters are so completely analysed that a large grasp of the 
general subject, or a review of it, can be gained by reading over the headings. 
The table of contents is sometimes paged with the book proper; sometimes it is 
paged with Roman numerals. 

A specimen entry from the Table of contents of "Universal literature" by 
Botta, is given to illustrate how completely a Table of contents sometimes 
analyzes chapters. Consult it, and give the answers to the following questions: 

a. On what page, in Roman numerals, does the "List of authorities" begin? 
On what page, in Arabic numbers, does the "Introduction" begin? Would page 
XV (Roman numerals) appear in the book before or after page 1 in Arabic 
numbers? 

b. Read over the countries on this page whose literature is discussed in the 
book. 

c. On what page does the chapter on "Chinese literature" begin? On 
what page does "Japanese literature" begin? About how many pages are there- 
fore devoted to "Chinese literature?" What is the last topic mentioned under 
"Chinese literature?" Would this topic begin on a page nearer to page 7 or to 
page 15? 

d. From what country does the Sanskrit literature come? What are the 
leading sacred books of this country called? 

e. Is the language of the nation usually considered by this author in con- 
nection with the literature? 



A specimen entry from 

Table of Ckmtents of 

Handbook of Universal Literature by Botta 

Use of plate granted by the courtesy of the publishers 
Copyrighted by Houghton, Mifl^ & Co. 



CONTENTS. 



LIST OF AX7TH0RITISS zv 

DrntoDuonoN. 

Turn Alphamt. 
1. The Origin of Letters. —2. The Phceniclan Alphabet and InaeiipCiona. —8. The 
Greek Alphabet. Ita Three Bpooha. —4. The MedisTal BoripiL The Iriah. The 
Anglo-SftxoD. TheRonuun. The Gothic. IbeBonic i 

OLAMmCATIOM Of LAMOVAan 8 

0HINX8B UTERATURS. 

L Ghineae Litamtare. — 2. The Language. — 3. The Writing. —4. The Five Claaaioa 
and Foot Books.— 6. Ghineae Religion and Philoeophy. Lao.tB4. Confudua. 
Meng-ta< or Menciua. — 6. Buddhism. —7. Social Conatitation of Ghina. — & In- 
Tention of Printing. — 9. Science, Hlatory, and Geography. Bnoydopndiaa. — 10. 
Poetry.— 11. Dramatic Uteratore and Ilotloo. — 12. Education in Ghina . . 7 

JAPANBBB UTERATURK. 

L The Language. — 2. The Religion. — S. The Literature. Inflinmce ol Woman. — 
4. Hiatory. — 5. The Drama and Poetry. — 6. Geography. Mewapepen. Hofala. 
Medical Sdenoe. — 7. Poaition of Woman. — S. Foreign Interpreters of Japan . 16 

SANSKRIT UTERATURS. 

I. The Laognage. —2. The Sodal Gonatttution of India. Brahmaaiam. — 8. Obarao- 
teriatica of the Uterature and ita Diviaiona. — 4. Ibe Vedaa and other Sacred 
Booka. — 6. Sanakrit Poetry ; Epic ; the Ramayana and Mabalrhanita I^rric Po- 
etry. Didactic Poetry ; the Hitopadeaa. Dramatic Poetry. — 6. Hiatory and Sd- 
eooe. —7. Philosophy. — 8. Buddhiam. — 9. Moral PhUoaophy. The Gode of MaiMU 
— 10. Modem Literatures of India. — 11. Education. The Brahmo SomaJ . 90 

BABTLONIAN AND A88TRIAN LTTERATURB. 

1. The Accadians and Babylonians. — 2. The Guneiform Letters. —8. Babylonian 
and Aaayrian Remains 86 

PH<ENIGIAN LITERATURE. 
The language. — The Remains 87 

8TRIAC LITERATURE. 
The Language. — Influence of the Literature in the Eighth and IHnth Gentary • 88 

PERSIAN LITERATURE. 

L The Persian Language and its Divisions. — 2. Zendic literature ; the ZendaTcata. 
^8b PahlTi and Pftraee Literatures. — 4. The Ancient Religion of Persia; Zoro- 



Illustrations or Maps 

Illustrations and maps are arranged in the order in which they appear in the 
book, very seldom in alphabetical order. 

Introduction 

An introduction is usually a kind of brief essay on the general subject under 
discussion. It is sometimes paged in the book proper with Arabic numbers; 
sometimes, separately with Roman numerals. Many books do not require an 
introduction. 

Body of the Work 

The body of the work may consist of few or of many pages, or of one volume, 
or more, according to the plan of the author or the publisher. 

Sometimes an asterisk (*) or a dagger (f) or a number, or a letter, appears in 
the text to call attention to a note at the foot of the page. 

Appendix or Other Additions 

The appendix, the Special notes, the Commentary, or other additions con- 
sist of material desirable for explanation or enlargement of the subject-matter of 
the book itself, but which does not properly belong to the body of the work. 

The Index or Indexes 

An index is an alphabetical arrangement of the topics contained in the book, 
together with references to the pages on which they are discussed. An index 
is a very valuable feature of a book; it is found in one of the following positions: 

a. Usually at the back of a one volume work, rarely at the front. 

b. Usually at the back of the last volume, if the work is in more than one 
volume. When a set of books consists of many volumes, the index is likely to 
require most, or all, of the last volume. 

c. More than one index is sometimes desirable. In collections of poems, 
especially, several indexes are found; one of the titles, another of first lines, 
another of authors. 

d. Occasionally, though very rarely, an index is placed at the front of a 
book. 

e. Because a book contains an index, it does not follow that the index is a 
good one. Many books have no index. 

f . If an index has any special features or abbreviations not common to all 
indexes, look for a note of explanation at the beginning of the index. 

Specimen Entries of a Variety of Indexes 

The pages which follow contain specimen entries of a variety of indexes 
taken directly from the books as indicated. If each one is studied in connection 
with the questions just preceding the specimen entry, an ability to use indexes 
intelligently will be gained. 

6 



Ouettloiis Upon the Following Specimen Page of the Indei to 
Introduction to American Literature by Pancoast 

A Worlc in One Volume 

1. In which part of this one volume work is the index found? 

2. The entry under "Emerson" follows which entry? 

3. What entry follows "Emerson?" (Note the space required for references 
under Emerson.) 

4. What is the first page referred to under "Emerson," and what punctua^ 
tion mark follows it? 

5. Which is the first page under "Emerson," followed by a dash? This 
dash indicates that "Emerson" is the subject considered from what page to 
what page? Between what pages does the next dash appear? 

6. On what pages are the following topics under "Emerson" discussed: 
Concord Hymn? American Scholar? Brook Farm? 

7. Find "Europe, influence on American literature," in the index, and give 
the first pages connected with a dash. Give the second, so connected. 

8. Find "English influence" in the index, and give the pages for consecu- 
tive reading, as indicated by a dash. 

Specimen entry from the index at the tmck of 
Introduction to American Literature by Pancoast 

Copyrighted by Henry Holt & Company. 
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Dunbar, Paul Laurence, 
352, 363, 355, 392; The 
Deserted Plantation, 353; 
Study List, 360 

Dunne, Finley Peter, 403 

Dwight, Timothy, 102, 103, 
105, 106, 110, 111, 146, 
150, 186; America, 103; 
Conqueai of CcModn, 103; 
Greenfield Hill, 106 

Dyer, 106 

East, the, 376. See Nkw 
England; Middle States 

Edgar Huntly, 109, 110 

Education, growth in Amer- 
ica, 18, 19, 24-26, 28, 33- 
35, 98, 305, 317, 406 

Edwards, Jonathan, 63-66, 
72, 82, 91, 103, 116, 212, 
317; Sinner B in the 
Hands of an Angry Ood, 
65; On the Freedom of 
the Will, 66; Study List, 
72 

Eggleston, Edward, 386, 
390; Hoosier Schoolmas- 
ter, 385, 390; Ro(cy, 385 

Eighty Tears' War for 
Liberty, The, 232 

Eliot, John, 26, 54; Bay 
Psalm Book, 26, 54 

Blsie Venner, 217 

Emerson, Ralph Waldo, 7, 
11, 66, 143, 151, 156, 160, 
162, 164-178, 180, 185, 
190, 198, 202, 204, 211, 
218, 219, 240-242, 252, 
264, 297, 307, 308, 311, 



317, 866, 376, 407; place 
in new era in New Eng- 
land, 165; Nature, 168, 
169, 202, 214, 365; lec- 
turer, 169; Concord 
Hymn, 169; influence of 
German philosophy, 
Wordsworth, and Carlyle, 
169; The American 
Scholar, 170; The Dial, 
172; Brook Farm, 172; 
English Traits, 173, 242; 
philosophic and religious 
teacher, 176; inequality 
of style, 175; epigram- 
matic sentences, 176; his 
mission to quicken our 
spirit, 177; Study List* 
177 

Emmett, Dan, 354; Dime, 
354 

English influence, 69, 71, 77, 
83-85, 91, 96, 103, 105- 
109, 119, 130, 146, 163, 
164, 169, 252, 253, 266, 
376, 396 

English Literature (Moody 
and Lovett), 396 

English Novel, The (La- 
nier), 278 

English Traits, 173, 242 

Ephemera, 91 

Eternal Goodness, The. 227 

Europe, influence on Amer- 
ican literature, 119, 124, 
134, 152, 155, 163, 164, 
173, 178, 179, 181-187, 
195, 203, 218, 242, 243, 
288-292, 294, 320, 326, 
326, 328, 329, 331, 332 



OoettioiiB Upon the Spedmen Fuge of the Indei to 
Life of H. W. LongfeOow by Samnel Longfellow 

A Work in Three Volumee 

1. Note carefully the following items: 

The number of the volume is not repeated every time reference is made to 
it. If no volume is given, the last mentioned volume is implied, and the eye must 
follow back until the number of the volume is found. References to volume 1 
comes first; to volume 2, next; and to volume 3 last. 

Longfellow's name is abbreviated ''L.'' throughout the index. 

2. This work is in three volumes. In which volume, and in what part of 
it, is the index found? 

3. Give the volumes and pages for the following: 

a. First reference under Dickens; "L. entertains." This means that 
an account of how Longfellow entertained Charles Dickens, is found 
in what volume and on what page? 

b. Letters to Longfellow from Dickens. (Volume? Page?) 

c. Longfellow describes household and friends of Dickens. (Volume? 
Page?) 

d. Longfellow on the **Wreck of the Golden Mary." (Volume? Page?) 

e. Third visit of Dickens to America. (Volume? Page?) 

f. Longfellow on the death of Dickens. (Volume? Page?) 

4. Under Darley, Felix, give the volume and page for "illustrates Evange- 
line." 



6. Under "Divine Tragedy" give the volume and page for "Dr. Bushnell 



on." 
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Study the questions which draw out the arrangement of this index to a 

worlc in three volumes 

A tpeclmen entry from the index at the tmck of the last or the third volume of 
Life of Henry Wadtworth Longfellow by Samuel Longfellow 

Use of plate granted by the courtesy of the publishers. 
Copyrighted by Houghton, Mifflin & Company. 
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viiQt Greene to tninlate tlie let- 
tan of , 00, 72 ; Witters text of , -and 
Biiti's commenttuy on, 63 ; help- 
fnlnaie of L.'s friends in critioising 
hi» tramlation of, 63 (see ** Dante 
Clnb"); the geography of, 67; 
points of interest occurring daring 
ike reading of, 69, 7U, 71, 384; 
notes of L. on the tenth canto of 
the **Paradiso** of, 78; notes of 
h, on, Bnished, 79; lleknor on 
L.*s traaslatioo of, 90; the same 
published, 53, 88, 93; L. quotes 
tiie ** Inferno *' of, 97 ; dinner given 
hy Tieknor A Fields in honor of 
the translation of, 99 ; the ** Rue 
dn Fonarre'' in, 125; the Duca 
di Sennoneta as a student of, 128 ; 
in ezile« 147; the gondolier^s 
pamphlet on, 184;- bits of the 
coffin of, 204, 392, 401 ; L. quotes, 
213,317; da Imola*s commentary 
on, 818 ; in Dutch, 388 ; L.*s copy 
of Lord VerBon*s edition of, 400 ; 
bust of, in L.*s study, 401; L. 
quotes, on translation, 410. 

** Dante Qab,** the, iu. 62, 63, 65- 
69, 71, 75, 80, 85, 87, 363 ; sketches 
of, at work, 62, 381. 

D* Arblay, Madame, iii. 15 ; curious 
story of, 137. 

Darley, Felix O. C, iL 391, 408, 413 ; 
illustrates '* Evangeline,*' iiL 75. 

Daveis, Charles Stuart, i. 117. 

Day, each, a '* branch of the TVee 
of Life,*' iiL 409. 

** Daybreak,*' translated into Portn- 
nese, iii. 54. 

"" DMd Bird, The, a Ballad," L 75. 

Dead Sea, T. G. Appleton at the, 
iiL 249. 

Death of a little daughter, L. on the, 
U. 130. 

Death and bereavement, L. on, iL 
130; iii. 7, 97: (sorrows), 408. 

Death-penalty, L. on the, iii. 408. 

" Decoration Day," Hi. 322, 324. 

Deering*s Woods, near Portland, fre- 
quented by L. in boyhood, L 25 ; 
referred to in " My Lost Touth," 
L 25 ; L. speaks of, ii. 364. 

Demidoff, Count Nikolai, i. 139. 

"Democratic Review," L. oontrib- 
utes to the, L 407. 

Demosthenes, L. quotes, in regard to 
presuming Tisitois, iiL 213. 



Dennett, John Richard, iii. 270. 

De Quincey*s *' Reminiscences," Lb 
on, ii. 229. 

Derby, Lord, on the Rnglish hezam* 
eter, iii. 5i. 

Derby, M. C, iL 372. 

" Descent of the Mums, The,** ilL 265. 

De Vere, Aubrey, iii. 1 13. 

De Vere, Scheie, iL 320. 

Devereauz Farm, L. describee, H. 58. 

Dewey, Rev. Orville, L 247. 

D'Hauranne, Dnveivier, iiL 48w 

Dickens, Charles, L. entertains, L 
279; popularity of, 340; seoond 
visit of, 414 ; play in New York 
ridiculing the reception of, 420; 
letters to L. from, 438, 451 ; L. 
comments on the "American 
Notes** of, 440; visit of L. to, in 
London, 416, 440 ; Forster refers 
to, and ** Martin Chuzzlewit,** ii. 
7 ; L. describes household and 
friends of, ii. 9 ; L. on the 
*' Wreck of the Golden Mary*' 
of, 326 ; third visit of, to Amer- 
ica, iii. 100; L. entertains, 100; 
first reading of, 100; L. on the 
readings of, 101, 102; writes to 
L. on his birthday, 104 ; L. visits* 
at Gad*s Hill, 114, 119 ; L. on the 
death of, 149. 

** Dick Moon en France,'* iiL 16. 

Dictionaries, L. on, ii. .354. * 

Disraeli, L. speaks of the "Viviaa 
Grey" of, L 338; of the "Con- 
tarini Fleming" of, iL 238; 
Clough speaks ^f, 257; L.'on the 
" Lothair " of , iii. 149. 

" Divine Tragedy," L. at yrork upon, 
iii. 162, 161; publication of, 187, 
190; Bayard Taylor on, 188; a 
note of L.*s on, 189, 195; sale of, 
190 ; Dr. Bushnell on, 192 ; hostile 
notices of, 193. 

Divinity, L.'s views regarding the 
study of, i. 54. 

Doane, Cartdine, letter from L. to, 
L69. 

Dobson, Austin, poem of, to L., IiL 
402. 

** Dole," discussion on the word, iiL 
384. 

Dommett, Alfred, L on the *' ftanolf 
and Amohia" of , iiL 286. 

" Don Giovanni," L. on, iL 176, 232. 
I Dor4. Gustove, iiL 8. 
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Quettioiis Upon the Specimen Pa^e From the Indei to 
England in the £l|^iteenth Century by Lecky 

A Work in Eight Volumes 

1. Note carefully the following items: 

The volume is not repeated after a reference has once been made to it. The 
eye must sometimes run back for several lines before the volume indicated can be 
determined. 

The abbreviation "ib." is frequently used in this index. This abbreviation 
comes from the Latin word 'ibidem/' meaning in exactly the same place as the 
last mentioned. (It is often abbreviated ''ibid'' in other reference books.) 

The abbreviations "sq." and "sqq." are also used in this index. These ab- 
breviations come from different forms of the Latin word ''sequens/' which word 
means ''following." ''Sq." is singular, and signifies that one page follows the 
reference; "sqq." is plural, and signifies that more than one follows. Sometimes 
other forms, which mean practically the same are seen, such as "seq.," "seqq." 

2. Under Whitefield, George, give the abbreviation which follows "among 
colliers." Give the volume and page indicated in this reference. 

3. Find Whitefield's "eloquence as a popular preacher," and give the ab- 
breviation which indicates that several pages follow page 617. Reference is 
made to which volume? 

4. Under Whiteboys, "denounced by Catholic clergy," the reference is to 
what volume? Does the reference cover as many pages as does "outrages not 
sectarian," just preceding it? Why? The reference following it, "Protestants 
among Whiteboys" is followed by the letter "n," referring to a "note." In 
which volume and on what page does the note appear? 

5. Consult the first column, under "Whigs," near the middle, and give the 
volume and page for "chief elements of party-aristocracy." 

6. Find, near the end of the entry under "Whigs," "true character of the 
party," and give the volume and page to which reference is made. 



The entry given below illustrates an index which does not use a dash or 
sqq. to indicate consecutive reading, but instead uses the letters, "ff," for follow- 
ing pages. The most important pages are marked by an asterisk (*). 

Name the page, marked by an asterisk (*) on which the fullest account of 
Plato begins. 

Name two other pages which are followed by "ff," indicating that the ref- 
erence covers more than two pages. 

Name one page followed by a single "f," indicating that onlyone page fol- 
lows. 

Plato, 14, 18, 29, 36, 49, 50, 52, 54, 65, 
63, 71*ff., 108ff., 114, 127, 129, 
136, 138, 151ff., 180, 186, 218f. 

In some indexes the most important pages are printed in heavy t3rpe. 
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Study the questions which draw out the arrangement of this index to a 

work in eight volumes 

A specimen entry from the index at the back of the last or the eighth volume of 

England in the Eighteenth Century by Lecky 

Use of plate granted by the courtesy of publishers. 
Copyrighted by D. Appleton & Company. 



INDEX. 
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WHS 

804; removal of duty imposed by 
England, 336 

Wheat, price of, 1650-1750, i. 363, 
606 iq, ; later prices, vi. 193, 203 aq. 

Wheelpiongh: introduced into Ireland 
by tne Palatines, ii. 374 

Wmgs : prolonged ascendency, L 1 ; 
their main principles, 2; aetailed 
contrast with Tones, 3 ; treatment 
of press, 4 ; why they carried Sep- 
tennial Act, 6; policy at Revolu- 
tion, 11 aqq,; skilful conduct of 
leaders, 13 ; origin of name * Whig,' 
19 ; difficulties after Revolution, 25; 
defeat of party on accession of Anne, 
36 ; preponderance in House of 
Lords (1702), 38; great majority in 
elections (1705), 41jpass a Regency 
Bill, 42; complete Wiiig ascendency 
in ministry, 45; foreign policy of 
Gk)yemment, 47 ; party division, 
64 ; Sacheverell, 55 sqq, ; theory of 
Government, 67; Burnet, 87; re- 
ligious legislation, 101 sqq.^ 274 8qq.; 
question of succession, 146; elec- 
tions of 1713, 158; Tory discord 
and Whig union, 161; conference 
of leaders with Bolingbroke, 175; 
Irish Commons violently Whig, 177; 
triumph at George I. s accession, 
183; chief elements of party — ari- 
stocracy, 184 sqq, ; commercial 
classes, 202; Nonconformists, 219 — 
party yiolence, 225; rebellion of 
1715, 229 8oq,; consolidation of 
Whig power,246; conditions favour- 
ing^ them, 246 8qq, ; religious legis- 
lation, 272 aqq.; repeal of laws 
M^inst witchcraft, 288 ; reform of 
Calendar, 289 ; laws against Catho- 
lics, 290, 297 8oq,; against Popish 
dignitaries and friars, 319 8q, ; 
penal kwsagainst English Catholics, 
328 sqq.; Whig schism of 1717, 
345 ; Walpole, 383, 405 ; cessation 
of political rivalry ^1748-64), 466 ; 
confusion of party lines, 512; na- 
tural history of the two parties, 513 
8^. ; Toleration Act (1712), ii. 53 ; 
disorganisation, 505 ; supremacy 
broken at death of Geor|^e ll., 565 ; 
Rockingham's ministry, lii. 100 ; co- 
alition with Chatham, 120; party 
yicissitudes, 1 74 sqq, ; inexperienced 
leaders, 102; Reform question, 191 ; 
distinction between Whiff and Radi- 
cal,327; partyopposed Suoscription, 
641; dlvidea on religious lioertyi 
644; accession of Fox, 571; Ameri- 
<»ndiffloulty,686ag.;ftll^pedoriginof 



WHI 

party colours, iv. 75; adyocacy of 
American cause, 73 ; attempted fu- 
sion with Rockingham's party, 95 ; 
return to power (1782), 220; oli- 
ffarchical spirit of Old Whigs, 255; 
disruption, 258; coalition of Fox 
and North, 292; India bill, 312; 
Absentee tax, 438 ; home fortifica- 
tions, y. 74; Prince of Wales, 84; 
Regency question, 103, 106, 111; 

?ia]^y ceases to be anti-Catholic, 
88 ; principles on elective system, 
197; whig theory of social con- 
tract, 345; schism wrought by 
French Revolution, 453 ; secessions 
from Fox, 506; true character of 
the party, 511; schism increased^ 
tL 16, 136 ; secessions to Pitt 
(1794^, yiL 32; disputes that fol- 
lowed, 42 aqq. 

Whig Club^ublin, yL 458, 471; 
Northern Whig Club, Belfast, 463 

Whitebovs: origin, ii, 216, 272, iy. 
351 ; nrst proceedings ; character 
of outrages, 353 ; object, 354 ; mur- 
ders, 356; paialyzed law, 358; 
pseudo - Whiteboys, 359 ; attacks 
on clergT, 360; outrages not seo- 
tiurian. 861 aqq.; denounced by 
Catholic clergy, 865 ao. ; Protestants 
among Whiteboys, 865 n.; deser- 
tion of Catholic chapels, 367 ; real 
causes of outbreak, t^.; measures 
against, 369; hunting Whiteboys, 
370; Whiteboy Act, 1787, yi, 40a 
See Ireland, 1760-1778 

Whitefield, Geo^ : early life and 
character, ii wO; yisits Georgia, 
605: preaching in England, 610; 
field-preaching, 611 ; among coll- 
iers, ib.; in I^ndon, 613; charac- 
ter and genius, %b.; failings, 614; 
position in the Church, 615; elo- 
quence as a popular preacher, 617 
aqq.; effects on his hearers, 621; 
matter of his discourses, 622; in- 
fluence on religious reviyal, 624; 
Calvinism: disputes with Wesley, 
626 ; esteem for Wesley, ib. ; asceti- 
cism, 641 ; the earthquake alarm of 
1750, 647; expeditions to America, 
653 ; advocated slavery, 654 ; work 
in Wales, 658; in Scotland, 660; 
satirized by Pope, 669 ; influence 
on upper classes, 670 

White, Richard: flrst to report ap- 
proach of Hoche*s expedition to 
Ireland. yiL 267 ; made Lord Ban- 
try for nis senrioes, 268 

Whitworth (ambsssador to Rossis); 
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Qoettioiit Upon the Specimen Pti^ of the Indei to 
Harfurd CaMsioi (Dr. Eliot*8 FiTe-Poot Shelf) 

A Work in Fifty Volumee 

1. This work is in fifty volumes. Almost all of the last volume is required 
for the index. 

2. Note carefully the following items: 

The volume is not repeated every time reference is made to it. 

The references are sub-arranged alphabetically in this index; under "Books/' 
for example, a reference to what ''Confucius" says about books is sub-arranged 
under C, what "Locke" sayB, under L, etc. 

Volumes are given in Roman numerals, and pages in Arabic numbers. 

A dash between pages indicates the number of pages included in the ref- 
erence, thus 471-8 would mean from page 471 to page 478. 

3. Give the volumes and pages for the following: 

a. Under Books, sub-alphabetical under "t" find "transcripts of their 
times" and give volume referred to. Which pages give the longest consecutive 
reference? 

b. What volume and page is referred to for "prefaces" of books? 

c. Give volume and pages for Locke on books for children. 

d. In the second column of the index, under "Bors, Sir," find volume and 
pages for "Temptation of." 

e. Under "Borgia, Caesar," find volume and pages for "Guido Ubaldo 
and." 
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Study the questions which draw out the arrangement of tliis index to a 

work in fifty volumes 

A tpedmen entry from the indei at the back of the last or the fiftieth volnme of 

Harvard GlaMics (Dr. Eliot*8 Five-foot shelf) 

Use of plate granted by the courtesy of the publishers. 
Ck)pyrighted by P. F. Ck)llier A Son. 



GENERAL INDEX 
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Book, cuitom of saving by the, 

XXXV, 387 
Book-keeping (tee Accounting) 

B00K*W0RMS, ThI, Vi, 277 

Books, Montaxgkk's Essay on, xxxii, 
89-105 

Books, Bacon on, iii, 58; Browne 
■ on, j85-6, J89 (24); Carlyle on, 
xxr. 370, 381, 389-90; censorship 
of (see Censorship) : Channing on, 
xxviii. 34p-5i; Confucius on, xliv, 
10 (9); Ecdesiastes on, 354 (is); 
Emerson on, y, 8-is, 97, 122, 183-A; 
Epictetus on, ii, 170 (145); 
Goethe on, xix, 28, 45-6; Heminge 
on fate of, xxxix, 155; Hobbes 
on, xxxiv 339*40: Hume on use 
of, xxxvii, 395 (9); Locke on, for 
children, 140-3; Milton on, iii, 
202-3, 210-12, 214; Newman on 
education by, xxviii, 31-8; Pascal 
on, xlviii, 123 note 9, 417; Pliny 
on, ix, 244; prefaces of, xxxix. 3; 
Rousseau on, xxxiv, 303-4; Rus* 
kin on, xxviii, 99-117. 120-1, 
130-1, 141; Ruskin on, tor girls, 
155-7; tested by durabilitjr, xxxix, 
218-19; transcripts of their times, 
433-40, 460-1 (see also Read- 
ing) 

Boorde, Andrew, verses fromi xxxv, 
304 note 

Bootes, constellation, xx, 417 note 
S; mentioned by Homer, xxii. 78 

Booth, M. L., translator of Pascal, 
xlviii 

BoROBB Ballad, by Scott, xli, 764 

Boreas, Orithea and, xxvii, 284; 
Virgil on, xiii, 70, 140 

Borghild, wife of Sigmund, xlix, 
291, 29^-6 

Borgia, Oesar^ son of Pope Alex- 
ander, xxxvi, I5J cruelty of^ 56; 
Countess of Forli and. 75: (^uido 
Ubaldo and, 74; Macaulay on, 
xxvii, 408-9; Machiavelli on, 
xxxvi, 24-30; Oliverotto and, 33; 
troops of, 48 

BOBGIA, LucaETIA, LXNBS OK HaIB 

OP, xli, 929 
Borgny, wife of Sigmund (see 

Borghild) 
Borgny, wife of Vilmund, xlix, 457*9 
Borgoignon, Nicolas, xxxiii, 263 

note 
Borgoo, the negroes of, v, 207^8 
Boric Acid, as antiseptic, xxxviii, 

400*1 
Bom, Bertrand de, in Dante's Hill, 

XX, 120 note 
Borneil, Giraud de. xx, 255 note 3 
Bornoos, language of, v, 208 
Boron, Robert de, xxxv, 108 
Borromeo, Federigo, in Tbx Bb* 

TBOTHBD, xxi, 36^-76; Abbondio 

and, 433-44; Lucia and, 413*18, 

432; in Milan famine, 477*9, 486; 



in plague, 526, S48;9. SS^t 554-5; 
unnamed and, 377-88 

Borrow, George, and the Gypsies, y, 
448 

Borrowing, Emerson on, ▼, 99-100; 
Shakespeare on, xlvi, zo2 

Bors. Sir. in Tbb Holt Gbaxl, at 
the abbey, xxxv, 181-2: birds, 
omen of, 172, 181-2; at Carbonek 
Castle, 218-21; at Carteloise 
Castle. 200-2; chastity of, 168, 
172; Galahad and, no, 114, 190- 
X, 218, 225; gentlewoman and, 
176-7; hermit and, 171-2; lady's 
champion, 172-5; Lancelot and, 
226; Lionel and, X76, 183-7; F'er- 
civale and, 187-8, 225-6; at Sar- 
ras, 223-4; in ship of^ Faith, 192, 
200; temptation 01, 178-81 : visions 
of, i73-4> 182; wounded knight 
rescued by, 207 

Borsiere, Guglielmo, xx, 69 and 
note 4 

Bortolo, in Tbb Bbtbotbbd (see 
Castagneri), xxi 

Bos, Abb^ du, on painting and 
poetry, xxiv, 54 

Bosanquet, F. C. T., reviser ot 
Pliny, ix 

Bosola, Daniel de, in Duchbss or 
Malpi, Antonio and, xlvii. 740, 
746*8, 810*11; Cardinal and, 722- 
3> 799-800, 805*6, 812*14; Cas* 
truccio and, 737*8; death of, 815; 
Delio and, 769; Duchess and, 
727-8, 739. 741-2, 744, 762-3, 764- 
7. 773-4. 775-6.^ 777-fo, 7f5-9. 
792*3; Ferdinand and, 728*30, 
756-7, 769, 776-7, 780-x, 789-92, 
797*8, 814; Juba and, 800-2; old 

lady and^38-9. 743.-4 . 
Bosquet, Al., on arnpedes, xi, 

Bossu. Le, epic code of, xxxix, 405; 

on heroes of poetry, xiii, 24 
Bossuet, on Cromwell, xxxix, 396; 

Sainte-Beuve, History of, xxxii, 

131*2; Taine on. xxxix, 452 
Bostock, Mr., Walton on, xv, 414, 

422*3 
Boston Hymn, xlii, 1313*16 
Boston News-Letter, Franklin on, 

i, 20 
Boswell, James, remarks on Lift 

of Johnson, by, xxvii. 164; Bums 

on, vi, 327 note 1; Thackeray on, 

XXVIII, 7 
Boswell, Robert Bruce, translator 

of Phmdua, xxvi, 123 
Botallus, on circulation of blood, 

xxxviii, 98 
Botany, Emerson on science of, ▼, 

307; Locke on study of, xxxvii, 

»57 
BoUny Bay, morality of children 

of, ▼, 2^5 

Botero, Giovanni, xxi, 467 
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Index of authors. Index of first lines. Index of titles. 

The following specimen pages are taken from the indexes of a book entitled 
"Every day in the Year/' compiled by James Ford. Each one of them indexes 
a poem by H. C. Bunner, entitled "The last of the new year's callers/' the first 
line of which is, "The door is shut — I think the fine old face." 

Consult the "author index" and tell how^ many other poems by the same 
author are included in the book. 

All first line indexes are arranged with reference to the very first word of the 
line, even though that word be an article, as "The," "A," or "An/' words fol- 
lowing an article are in sub-alphabetical order. Find the first line, "The door 
is shut, I think the fine old face," in the "index of first lines," and give the page. 

A "title index" always disregards the article. Find the title of this poem, 
"The last of the new year's callers," in the "title index" and tell how the entry 
indicates that the title properly begins with "The." 

Specimen Entry from Ford: Every Day in the Year 

Cop3rrighted by Dodd, Mead & Ck)mpany 



INDEX OF 

Addzsok^ Josstb. •••••• ..••.• S8 

AXXOTT, IJOUXSA M 158 

Ai4»xCH, Thomas B 818, 890 

Alxxanoss, Cscil F 858 

Alston, Joseph Blynth 118 

Akokymous: 

(From London Punch) 10 

(From London Punch) 17 

19 

(From London Punch) 85 

(From London Punch) 87 

67 

iOld Ballad) 62 

89 

100 

iOld BaUad) 115 

185 

(O/d Ballad) 143 

(From London Punch) 166 

168 

179 

iOld Ballad) 188 

196 

(From London Punch) 220 

iOld Ballad) 225 

226 

iOld Ballad) 288 

242 

260 

272 
(6iyBailady//////.',\'.',',\y, 879 

888 

(From London Spectator),.. 885 

iOld Ballad) 808 

807 

819 

(From Rivington's Gasette).. 882 

(From Nova! Songster) 845 

{Old Ballad) 851 

854 

867 

887 

410 

(From London Public Opinion) 

418 

417 

(Old Ballad) 418 

AsNou>« Edwin 222 

AumoLD, Matthkw 4» 64, 98, 99, 197 

Asxxw, Anns 245 

Austin, AumsD 120 ' 

ArrovN, W. E 

48, 46, 76, 188, 168, 866, 887, 801 
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AUTHORS. 

BSATTY, PAKXNHAlf 816, 417 

BsAUMONT. Feancis 60, 864 

BxcKKK, Chasxx>tt8 99 

Bbu., AiAusiat 807 

bsnnbtt, hsnry 86 

Bbnsbxx, Jambs Bsuy 881 

BSNTON, Jo«i. 44, 887 

BtTTS, (}eav<n I, 16, 16, 

68, 64, 79, 180, 186, 178, 888, 871, 864, 896 

BiEROS, Ambrose ^ 840 

Blackib, John Stuart 808, 884 

BOKSE, GSOECB H 

58, 144. 164, 176, 198, 884, 897, 861, 891 

Boleyn, Anne 167 

Bouvh, Thomas Tracy 187 

Bowkrr, R. R 866 

Bowles, William Lisle 88 

Bridges, Robert 876, 874 

Brodie, Erasmus H 68 

Brown, Irene Fowler 180 

Browne, Francis F 864 

Browne, H. J. D 176 

Browne, Irving 866 

Brownell, Henry Howard 867 

Browning, Elizabeth Barrett 

48, 186, 170, 810, 817, 840 

Browning. Robert 7, 104, 184, 184 

Bryant, (^ULLEN, William 

68, 106. 186, 164, 878 
Buckingham, Duke or. — See Georgg 

Villiers. 

BuNNER, H. C 8, 74, 187, 19t 

Burns, Robert 814, 849 

Burroughs, Altbea S 411 

Byron, Lord 84, 26, 108, 187, 

164, 178, 801, 206, 287, 844, 848, 878, 

276, 807, 880, 888, 888, 868, 868, 408, 406 

Campbell, Thomas 108, 886, 898 

Carman, Buss 9, 868 

Carryl, Guy Wetmore 888 

Cary, Phoebe Ill, 878 

Case. Rev. W 888 

Churchill, Charles 806 

Clare, John 167 

Clarke, Joseph I. C 87, 68, 846 

Coleridge, Hartley 00. 848 

0>LERiDGB. Samuel Taylor 108, 866, 888 

Collins, Mortimer 101 

Collins, William 800 

CoLLYER, Robert 880 

Cone, Joe 88, 190, 818 

CooLBRirH, Ina D 808, 8ZI 
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specimen Entry from 
Fold: Every Day in the Year 

Copyrighted by Dodd, Mead & Company 
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Queen of the lute and Uy! whose song of yore, 

163. 
Quietly, like a child, 866. 

Rare voice, the last from vernal Hellas sent, 

68. 
"Read out the names I" and Burke sat back, 62. 
Rear high thy bleak majestic hills, 260. 
Remember us poor Mayers all! 148. 
Revered, beloved — O you that hold, 172. 
Rhvmers and writers of our day, 316. 
Rid of the World's injustice, and his pain. 69. 
Right on our flank the crimson sun went down; 

es. 

Ring out, wild bells, to the wild sky, 421. 
Ring the bells, nor ring them slowly; 271. 
Rise, honest Muse! and sing the Man of Ross: 

866. 
Roll forth my song, like the rushing river, 200. 
Roman Virgil, thou that singest Ilions lofty 

temples robed in fire, 817. 
Round Quebec's embattled walls, 420. 
Santa Ana came storming, as a storm might 

come; 70. 
Sambre and Maese their waves may join; 299. 
Scarce grown to womanhood, to die a Queen! 

220. 
Scots, wha hae wi' Wallace bled — 216. 
Sea-kin^s daughter from over the sea, 77. 
Secure m his prophetic strength, 879. 
Shade of our greatest, O look down today! 288. 
Shake off your heavy trance, 60. 
Shall pride a heap of sculptured marble raise, 

89. 
Shall I strew on thee rose or rue or laurel, 

296. 
She has gone to the bottom! the wrath of the 

Tide, 207. 
"She is dead" they say; "she is robed for the 

grave; there are lilies upon her breast; 

249. 
She is far from the land where her young hero 

sleeps, 816. 
Shout for the mighty men, 268. 
Shut fast the door! Let not one vulgar din, 

87. 
Silence^ and Solitude may hint, 162. 
Silent it stands, the shrine within whose walls, 

220. 
Since thou art dead, Qifton, the world may 

see, 854. 
Sing, bird, on ^een Missouri's plain, 272. 
Sing out, and with rejoicing bring, 414. 
Sir, I desire you to do me right and justice: 

211. 
So fallen! so lost! the light withdrawn, 72. 
So fell our statesman — for he stood sublime, 

17. 
Some in the promise of an early prime, 166. 
Some opulent force of genius, soul and race, 

44. 
Son of the Brittannia's isle, 29. 
Souls of the patriot dead, 197. 
Spain's hpur has struck. No more her flag, 

180. 
Spare all who yield; alas, that we must pierce 

one English heart for England! 216 
Spruce Macaronis, and pretty to see, 289. 
Sprung from the blood of Israel's scattered 

race, 4. 
St Anthony at church. 19. 
St Patrick, slave to Milcho of the herds, 1. 
St Stephen's cloistered hall was proud, 887. 
"Stack Arms!" We gladly heard the cry, 118. 



Stand! the ground's your own* my bravett 

204. 
States are not great, 848. 
Sutesman, I thank thee! and, if yet dissent* 

15. 
Steadfast as sorrow, fiery sad, and sweet, 81. 
Still and dark along the sea, 887. 
Still onward swept the hurricane of strife, 

400. 
Stop Christian passers*by — stop child of God, 

265. 
Stop, Mortal! Here thy brother lies — 890. 
Straight to his heart the bullet crushed; 187. 
Sturdy saint militant, stout genial soul, 86. 
Sweet heart, that no taint of the throne or the 

stage, 872. 
"Sweet is the holiness of Youth" — so felt, 

235. 
Sweet scented flowers on beauty's grave, 98. 
Swift to the dust descends each honored name, 

68. 
Sunset and evening star, 829. 
Take away that star and garter — 128. 
Take back into thy bosom, Earth, 147. 
Tell ye the story far and wide, 88. 
That Charles himself might chase, 88. 
That high-gifted man, 287. 
Then came a bloody battle in the clouds — 884. 
The actor's dead, and memory alone, 192. 
The angel came by night, 411. 
The banner of freedom high floated unfurled. 

851. 
The bark that held a prince went down, 886. 
The billowy headlands swiftly fly. 90. 
The boy stood on the burning deck, 262. 
The branches creaked on the garret roof, 47. 
The breaking waves dashed high, 408. 
The castle clock had tolled midnight, 88. 
The captain of the Shannon came sailing up 

the bay, 187. 
The cold hands call upon abysmal Gloom: 

141. 
The Danube to the Severn gave, 810. 
The door is shut — I think the fine old face, 

8. 
The fan no longer flutters. 827. 
The figure that thou here seest put, 134. 
The first great fight of the war is fpught! 142. 
The forest leaves lay scattered cold and dead, 

848. 
The fourteenth of July had come, 248. 
The ghostly wind of Weber's northern pines, 

66. 
"The glorious days of September, 298. 
The guardian pines upon the hill, 800. 
The guns are hushed. On every field once 

flowing, 180. 
The heart of Merrie England sang in thee, 

864. 
The heart leaps with the pride of their story. 

229. 
The last and greatest Herald of Heaven's 

King, 217. 
The lightning rends the goodly tree, 97. 
The Man who fiercest charged in fight, 167. 
The morning of the launch was fair and 

bright. 138. 
Thy marvelous genius, perfect as the sun, 

242. 
The news frae Moidart cam' :^estreen, 268. 
The New-World's sweetest singer! Time may 

lay, 64. 
The play is done— the curtain drops, 416. 
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SpMlmea Sntiy bom 

Ford: Eruy Day In the Year 

Copynghted by Dodd, Mead A Company 
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INDEX OF TITLES. 



In Haaorjr of Barry Carowoil 

In Memor* of Lcwii Curoll 
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Questions for 
Parts of a Book 

Student's name Per cent 

Teacher's name Hour reciting Date 

Have you read the directions on the back of this cover? Answer yes or no. 

1 — a. Where is the cop3rright date usually entered in a book? 

b. From what offioe, located where, is a copyright secured? 

c. For how long a time does a copyright protect the owner, and what docs it cost? e 

9 

d. If the dntc below the publisher*s name is later than the copyright date, has the book as a -Sfi 
whole been revised, or merely reprinte<l at the later date? gji 

2 — In what part nf a lxx)k does :in author usuallv stut<) his retisons for writing it? 

S 

3 — WTiere is the index usually plare<l when the work is in: "g 

a. One vohmie? a. 



b. In two or more volumes (unless the sot is very large)? 

c. In a work of an unusually large number of volumes? 

4 — Is an index ever found at the front of a volume? 

5 — Is an index always in one alphabet, or are there sometimes separate indexes for separate topics? 

6 — If an index refers to pages in Roman numerals, would the reference he likely tf) l)e found in the 
front of the book, or in the main IxkIv of the book? 

7 — James Rowland Sill's poem entitled "The Fool's Prayer," the first lino of which is "The royal 
feast wns done," is in a number of collections of {loems. To what won! in alplml>etical 
order should one turn to find the poem through: 

a. A title index? b. An author index? c. A first lino index? 



If an index has some s^KH'ial features t»r abbreviations n(»t common to all indexes, where are 
they usually pxplame<l? 

10 — Arc maps and illustrations usually in alphal)etical onler, or in the j)r(ler in which they appear 
in the b<H)k? 

11 — Which should one consult, the Table of contents, or the index, for: 

a. A general outline <»f the subject treated in a l)f>ok? 

b. A i)age f(^r some item in the b(K)k? 

12— One reference from the siwcimen page of tlio in<lex tn Lecky'a England in the eighteenth 
eenturv reads as follows: 

« 

Wliitefield. Cejirj^e: early life and eliaraeter; II: GOO; visits Get)rgiH, tiO.'j;in I^ondon, 
i)\:\; eharac'ter ami ^»;eniuft, ili. 

llivo the volume arwl patre fnr the List «*ferpnee. 
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8 — What do the following mean? S. 

a. ib. (or ibid) ^ 

b. sq. (sometimes se<i.; plural S({q., sometimes seq(|.), also f. (plural ff.) v 

O 

c. What is sometimes ii8<mI betw(H»n pages to show that tlu* reference inehides all the inter- E 

vening pages? £ 
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Directions for Using 
Perforated Page of Questions and Key 

Which appear on the reverse aide of this cofer 

The questions which appear on the reverse side of this cover, on a perforated 
colored sheet, are not difScult, detailed or "catchy." They are intended to 
emphasize important points and to systematize the work for class records. The 
answers, which can easily be given after the text has been carefully read, should 
be written, from memory, in the blank spaces under the questions, preferably in 
elass time unless directed to do otherwise by the one in charge of the work. 

The perforated sheet should be torn out in the presence of the one conduct- 
ing the class and only after it has been filled in. When directed to remove the 
questions, insert pencil in the hole and rip around the perforated edges. 

A key, by means of which the work can be checked, is printed on the cover 
under the question page, but is not revealed until after the question page is 
removed. This key consists of the same questions, with the correct answer 
to each printed below it. 

The value of each question, on the scale of 100, is indicated after the answer 
in the key. By means of this key, students could correct their own or each 
other's work in a few moments, in case the librarian or teacher could not take 
the extra time to do so. 

If the one who corrects the paper finds an incorrect answer, the amount to be 
deducted should be placed on the outer right-hand margin, near the mistake. 
These amounts should be added, the sum subtracted from 100, and the result 
placed after the word "Per cent." at the top of the sheet. 

The questions are asked in such a way as to admit of very little variety in the 
wording of the answers. However, if the wording of a written answer is mani- 
festly correct, and perfectly clear, but not exactly like the printed answer, of 
course no deduction should be made. Do not deduct for spelling, nor for 
abbreviated statements if they are perfectly clear. 

If the one who corrects a paper marks a question wrong which the writer 
considers correct, the two should examine the key together, or ask advice from 
the one in charge of the class. 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ''Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with^the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — Encyclopaedias 

4 — ^Parts of a book 

6 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — Indexes to periodical literature 

9 — Year-books 
10 — Commercial indexes 
11 — Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 



Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The foUowing paragrttphs are taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
''Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Ekiucation, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Adases: City Directories: Gazetteers, 

The preparation of maps and atlases is a feature by itself in book publishing. 
Special atlases for particular subjects, and general atlases for ordinary use are 
needed. We, therefore, have atlases for astronomy; railroads; history; commerce; 
and many other subjects, as well as an infinite number of maps for the world; 
different countries; different sections of a country; counties; cities; road maps. 

An Atlas Index 

An atlas index guides one to the location of the desired place on the map by 
means of letters and numbers; or, in geographical atlases, frequently by longi- 
tude and latitude. 

Indexes of places are arranged under different alphabetical plans in different 
atlases, as: 

a. At the back of the atlas; all places in one general alphabetical order. 

b. On the back of a map; places on that map only. 

c. On the margins of a map; places on that map only. 

Rand, McNally and Company have allowed a section of their map 
of Mississippi, in their New imperial atlas, to be slightly adjusted and 
reproduced for the purpose of illustrating the plan upon which an atlas index is 
arranged. Notice that capital letters appear at the top and at the bottom mar- 
gins of the map, a little over an inch apart, and that numbers appear at the right 
and at the left margins. (As this is a section of a map, the capital letters at the 
top of the complete map are pushed down.) By means of letters and numbers, 
the location of any place on the map can be found. Find the town of "Grafton" 
by looking within a radius of about an inch from the point where an imaginary 
line from "C at the top to "C at the bottom, would cross an imaginary line 
from "8" at the right, to "8" at the left. The spot cannot always be exactly 
located, but by looking in all directions near the intersection of lines as indicated 
the place can be found. Find the following: 

1. Mathews H-7 3. Dexter: Longitude 90 Latitude 31 

2. Folsom D-9 4. Famell 1-9 

Which gives a closer guide, longitude and latitude, or letters and numbers? 

A specimen entry of the alphabetical index to the complete atlas is repro- 
duced. This index lists places in alphabetical order and indicates on what map 
they can be located. The first Princeton mentioned is in what state? The last 
Princeton mentioned, which is just above Princeton Depot, is in what state? 
How are the states sub-arranged? The population is given at the left of the 
names. What was the population of Princeton, Nebraska, when this map was 
published? Find Prentiss, Mississippi, in the index and locate it on the map. 

Though an atlas index usually gives population, it does not give such items 
as the length of a river, the height of a mountain, the area of a state. 

8 



Spedmen Entry from 

Rand-McNally: New Imperial Atlaa of the World 

Adapted from Section of Map of Miaslsslppl 

Copyright: Rand-McNally ft Compuijr 





I 






Spedmen Entry from die Index to the 
New Imperial Atlas of the Worid 

Copyright: Rsnd-McNally A Company 



|j4 «iii ^'ii : 5^1 ;a : I . ■ i =55|j ii :i s °^ ' 












ii«iallllliillMilllllllllllllll Hi lllllllsl 

. 0. 0. e. £ B. Ck. 0. a- B> 0. & 0. n. 0. 0. c 0. 0. 0. 0. d B. Ck. 0. 0. 



a,a.a.a,a.B.£a. 



5 a'^^T! Shn«a^'5a5=^5d9^a vBj3dd;*^->U!;eu><5^B-^>.'9 "ag^aMaoJ^t 



_ ■" =^"Haa2S2SSS22S2S22222S82SS2S22228S>|, ^Bc^'^Sx'^A 



:£a!£££££:oi£a.£a.a.Bia.££a.££ci.£d;aiB.a.ciia.B. a.a.ci.a.a.&££^ 






liJ'4 



E SSS2SS = SS:;s5s2 S 2 3 = SS3»;hSS3|EBB BEb oSaSaSSSSg 
'^ ii.xi.a.xxB,xa.a.B.a.a.a. a. a. a.a.B.0.a>&a.B.£B>£ika.a. £0.0. xti~a.a.a.a.a.a.a,£. 



Only upper MOtioo of pftge ia siTen. 



Historical and dasslcal Atlases 

An atlas wbich is intended to show the possessions of different nations at 
different periods of history is called an "historical atlas." The dark portion of 
the following map shows what territory the Roman Empire controlled at its 
greatest extent. W)iat was Spain'called when it was part of the Roman Empire? 
What was France called? 

If an atlas is called "Classical," the maps relate to ancient history only, 
especially to that of Greece and Rome. 

Specimen Entry 

from 

HUtorlcal Maps In the Century Atlas 




City Maps: Illustrated by Washington, D. C. 

The streets of a city map are usually indexed in a manner similar to the plan 
used for places in a general atlas. A map of the city of Washington, D. C, is. 
reproduced to illustrate this feature. By means of the letters and numbers 
given in the index under 'Toints of interest" on the left-hand margin, find on 
the following map: 

^'Executive mansion" (''White House") and tell what Department Building 
is on the east side of it, and what is on the west side. 

United States Capitol and tell what long avenue connects it with the ''White 
House." 

Bureau of Engraving and Printing, where postage stamps are made, and tell 
what street is on the west side of it. 

The city is divided into north-east, north-west, south-east and south-west 
sections with reference to the Capitol. Beginning just north of the Capitol, the 
streets which run east and west are lettered A, B, C, etc., as far as M, and are 
distinguished as north. Corresponding streets south of the Capitol are also 
lettered from A to M in exactly the same way, and are distinguished as south. 
Streets running north and south are numbered from First street up, beginning on 
both the east and the west sides of the Capitol, and are distinguished as east or 
west. Most of the main avenues are named for states. 

By consulting the index of streets, on the right-hand margin of the map,* 
find: "C" street north of the Capitol, and "C" street south of the Capitol, and 
tell which is the longer street. 

Find Massachusetts Av., and tell what railroad station is near the eastern 
end. 

Arrangement of City Directories: Illustrated by Washingt<m, D. C. 

R. L. Polk A Company : Directories 

Information contained in a city directory is usually classified under four 
main sections, as follows: 

1. ** Miscellaneous information,*' giving such points as: location of schools, 
hospitals, city offices, churches, et cetera. This section is usually placed in the 
front of the directory and is preceded by an index. 

2. Residents of the city, in alphabetical order by surnames. This con- 
stitutes the main portion of the directory. 

3. Street and avenue guide, in alphabetical order, by street names, sub- 
arranged by house numbers; intersecting streets are also indicated. 

4. Business directory, arranged alphabetically under name of business 
carried on in the city, as: grocers, druggists, lawyers, dentists. 
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MUcelianeous InformaHon 

The Washington city directory does not require a special page for **Indez 
to misceUaneous informatiotC* as the ** Table of coftiento" answers the purpose. 
Consult the specimen page of the ** Table of contents" which follows, and tell on 
what page in the directory one could find: 

Homes and Hospitals Churches 

Public Schools Newspapers 

Art Galleries Parks 

Ust of Residents in Citv Directories 

The main part of a city directory is taken up with a list of its residents 
arranged in alphabetical order under surnames, and followed by occupations and 
addresses. A specimen page of this familiar feature of a directory is not inserted. 

Street and Avenue Guide in City Directory 

Following the names of residents in a city directory, the names of the streets 
are given in alphabetical order. Under the streets, the house numbers are given 
in numerical order, and cross streets are indicated where they intersect. 

A specimen entry from the "Street and Avenue Guide" of the Washington 
city directory follows. Consult it at the top of the first column, under Penn- 
sylvania Av., and notice that the section of the city referred to is "N. W.'^ 
meaning North West. Give the following: 

Name of the street which intersects just before 1200, that is, between num- 
bers 1113 and 1200. 

The municipal building is located at the comer of Thirteen and One-half 
street and Pennsylvania Av. What offices are in the following rooms of the 
building: 2, 5277 

What widely known mansion is between Fifteenth and Seventeenth streets? 

What hotel is on a comer near number 1349 on Pennsylvania Av.? 

What business is located at 1227? 

Business Directory in City Directories 

An alphabetical list of the kinds of business carried on in a city follows the 
street and avenue guide in city directories. Consult the specimen page from this 
section of the Washington city directory, and give: 

The first hotel mentioned, which is near the bottom of column 1; the last 
hotel mentioned. How are the names sub-arranged? 

On what street, in the north-western section of the city, is the Dewey hotel? 

How many firms are engaged in hot water heating? 

What section of the directory gives a list of hospitals? 

Who deals in hops at 517 Metropolitan Bank Building? 
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HnnlclpBl Conrt S4 

National Unseom 82 

National Zoo Park 83 

Navy Deitartment n 

Newspapers n 

Offlce BnlldltigH 87 

Pan-Amerlcati UnloD 17 

Patent OlOce !..!.' i ! i i ! ! IT 

PcDKlon Oaice 27 

Patriotic Societies It 

Police Court 8* 

Police Department 3B 

Post OtBce Department M 

Public Uhrary \, 08 

Pnblfc Scbool* sa 

BollMooB Sodetlei 76 

'Royal Arcanam M 

Sa'fe Deposit CompSDles 7T 

Sctentlflr Societies T8 

Secret and BcDCTolent Societies 79 

Senators 8D 

Bnltbsonlan lofilltutloa SI 

Sodiil Order of Moose fit 

Boldten' Home M 

Sons of Jonadab 7> 

Bpedal Oepartment Banki and Bink- 

tn of WasblDRton, DC 4 ' 

Blate Department 17 

STREET DIRECTORV 1477 

Sunreme Court DC, 88 

Sapreme Court U 8. .. .1 33 

TemperBDCe and Reform Societies... 78 

TOO LATEB ... IS 

Treatury Department 18 

I'Dltcd Order of Ooldrn Cros-< SS 

I'uKed SUtes Court of Coitonn, Ap- 

tinned Hliites Court of Clslms! !.^ ! ! 33 

United aiatea Lesallona Abroid 18 

War Department !0 

Wanblnitoa City P 23 

Womni's ObrlnlUD Temperance Union 7R 

Woodmen of tbe World M 

TouDK UfU'a Chrlittan Aasocls tlOO . . 77 

Tonu Womeo's Cbrlstbtu A^i>mlntlOQ T7 



Street and Arame Gi 



]^naniT>du At ■« 



^ea Eotiy irotn 

of the WadUnAton, D. C, City Dtrectwy 

R. L. Polk & Company 



" Fncker wilUrd, Bin 

um 0>l( A Bra. ]t«tl*r* 
110»-il Onucr Cluuie* W. 

met)'* tornt* 

« cor BaUlcb HMct , 
" Itjtn Utl^lo B. Mrtwt 
" Binal Bloc Line SUbt- 

laoo Vacant 

llOt Dtila J*>-T A Soila, 
" Dick Edw H. betel 

Utm WnililintoBTlrgiiiU "bj 

" ClUt AsiM F. clfirt 
" Wmlilactoii-Vligfiila B; 

IIM I«{iKni Autiutiit Ir. r 

-' Killonm JistB SUtloni 
BnelDHn 



Ucbd B. cigiiTi 
1 J B Soaa, ptat- 



131T Null TOkn SHop 

izis DujETil Alt>«rt. tctir lu- 



(Ic)' Wm, p^l 

I Clotba abop 
luto Soiiplj Co (brl 

Inibim riumbiiK 

4 Cigar atoTM Co 



ISffOgnm Tboa. B. dnutrlgt 
1388 Agio Car Sain It Seir- 
Ic* Cn (Inc) 

TklrletBlk tatertMli 

1SM.20 Roqtbern Rt Co offlcH 

Tklrttca and Oat hair 

K • MEilcIf ■) DallllBtr 

a Dcpl of Ftanntiurla ft 
once of BoT Sconta 
ot Ami-rica 

I rira D^p^ Rca4(i>url(n 



rtaltb D»iit. Ptrmlta 
and Coinplalnta 
I Dlabanlnf Offlm 
letMiive Bimaii, Pollc* 

a Boanl of CharltlM 
AtniJcatloD Baraai 
fatar Baflalnr 



ill IMrate Oa« 



aoT ru-«<ctl0D Barrier 

SOe Brconl* of Blrtlu »d 



81S Wclfbla, Ueaaorea ai 
SIQ-ID PnnbaMDc Dvpt 



GuardMu 
403 Surface DitIiIod RKorda 
iOB Stinieyar'i Offic* 
408 EnrlDcer ot Blibnira 



A SBIit TThi and Parb- 
fl-0 Englnwf-i D»pt. Chf 

S Bnrfai* DLilaloD B«paln 

District Board Room 

1 PrcHB Beporteta 



1 Board of Com- 



l)Sl-ta 'Vacant 



■- Waalilngttio P 



I Tcl-C«bl« Co 

IB Kanaai CKt SUr 
" Neabit Hagb B. con 
" Roberta R07 A. corr 



■■ Bditj JobD L, «*r 
" Cblca«D EisniMr 1 



■' Ttfba Malttaaw r, n 
WAIIaa B«B r, co(T 



5 Clareland TtblB-DMlw 
" PlttabBitb DUpAeb 

6 Sommtra O«o W, con 

" PllUbunb Poat 

" Wbeellic Beclatcr 

" Unabofea - Tlmaa D«a» 



IMliCMcblel Wm. baibar 
ISM Oentenbeic KriHt,' MM 
una Wilder B U. tckl bnkai 
" Harding Bdw B, uaa 

" Natl Etcnlng Oo 




1U9' (Jnlted CUan 

sir cor n« Haw WlllarJ 

Uren Bn». tnuban 

WO Tel Co 

Bron AUca tl ItH, p«b 
1400 Cadillac Aalo Barrlc* 



-IS New OecldcnUl HoHl 

-14 Orand Armr Ball 

I«14-1S PDrrarlnc Dept U • 

Pobllc Healtb Serrles 

J CotniobU Slfbl Saali^ Oa 

□raj Upa Slibt 8*eM 

S Preultp B r o a. n^^i'i 

1 MacOregor RoM. tailor 
ius Cblld-a Co. tMtr 



use Oifonl Hotel 
ttSI AmtrteaD Ice Oo 
Holal WaaUmft^ 



lEOS K 



t Pliia aim 



Applied Art (I-.. 

MadlaoH pi kcffU) 
Latartltb Biaan 
Th* Wklta Roll* 

JaekaoB vl beclmi 
lasi. Blair Oiat 
IffiS Dept of Stale (Annaxl 
ae cor Court nt Clalnu 
War Dccartfaian' 




bootblb* 
nog Ceotarr Loacb 

tioi-io Q s sitBAi'onvs 



Spedmen Eatiy from the 
ncM IMrector^ at the Waabtaiftton. D. C. Oty Dlrectoty 
R. L. Polk & Campwiy 
IMS 

■mnrini imttocraiT-r^tis., mot. 



V^rd AW* Sod, 430 lOth DW 

WtbBMi Wktreo ft Co. 301 Sont&tnt bUc 
'Wenser Cbii U T0« Colomaa bld( 
JE«Uen * Co. 193 1 »th nW 

BMtlas »d Taatll*tlas 

lltMlp* BnM C« (iDC), 1S33 14tb DV 
|iTAl>«BV&Y DANIEL R. IMV 
^ W V ■▼ BW (See pasa lMt> 



la Bostkera Bid* |B« rlcht Bid* 
Hbcb aad F^fb praoHas) 
SAKHBTT FtKEPBOOS-IirO CO 
.^j^^ ^1^^ ^j^ 



Baltnnller Jobn H. US Center mkt 



AndtraoD Robt H. 19 N ne 
Brown k UeCartb]', 214 lltb nw 
Burton EUrrr T. 22S Tcb M 
Cobertb Ju D. 3203 Grace aw 
OdIUik a PolIlD, 1011 £eib Qir 
'ConnoF Robt S. 203 llth no 
Doto Hobt A. ie;7- h nw 
ruran J W»jrcr. 218 4th ne 
Pord Patrick A. rear 420^ L no 
Gain Bsml 6. rear 1448 P nw 
JoDea Lather D. 1343 G ae 
RaD« Prank H. lOIO C DIP 
Klefer Jobn P, 1419 jnlns nw 
KlDB Ben] F", 1811 M nw ^ 
UcKeown Patrick: rear 1401 8 DW 
Mjera Ja* A. rrtr 1520 S bk 
Nam Jas A, 1220 12tti nw 
Ofcoatein Q Herbert. 615 N T bt nw 
BcldT Mkbael D. Sll C nw 
abeeby Tboa J. 7lM-« D nw 
BwMner Edw C. lOOS 6|li nw 
WinaloD Aid A, IMT Bcnblnl rd «« 
Tobit Broa. 72 1 IBtb ae 



»1T 

COmON D D, SOa Ke>olB Bid*, 
llth cor G nw. Tela Maitn 3948 
■nd ColnmblB T49 (See Heatlns 
■Bd TeBdlBtlnc and Steam and 
Rat 'WateF HeBtlBCl 

MVDDIHAM O A A CO. SIS 12tH 
BW BBd 1X04 G BW (See ribbon 
BiBTker, rl«bt botton llBea aAd 

vaaa BTS> 

Hotel Dlrectorlea. 

Amerttin Hotel . Dlrectorr. UcLacIilea 
bids 

*BatA SBPpllea. 
DCk>ARtttlBT, HttOT 4e HONBCBB 
CO, IXZO H nw (See left aid« 
U*a.» ^ 

Hotela. 

(8m alao- Apartment Boom*) 
Alton BoAk Tba, 1123 13tb nn- 
Amtiem Bonae, 638 Pa aV pw 
^taona HMA'BlO C nw 



Arlington Hotel lOlfrSB Vt ■.» BIT 
Aabmore Hotel. SOI 12tb nw 
AitoT Hotel, 021 Stb nw 
Atlantic Batal. 601 Pa av nw 
Bincrott Hotel, 800 tStb nw 
BUmark Hotel: S4T-B3 Pa ar nw 
Boatoo Hotel. 620 Pk av n« 
BRIOHTOIt HOTQI,, >1U OaU- 
toraia nw (See belew) 



Tolepbone, Nortb 3*90 

Qlirr Vrtglibm Sotel 

Apmrtaieat-Hotel 

Ideally located at an elevatton ot 
180 feet Blodem and abHOlutelj Are- 
prooL Rooms and aoltea by Uie dsj, 
week and montb. Cale Americas and 
GuropeaD plan. 

J. Albert WiUson, Mgr., 
212? California Street 

WadUntlon. O. C 



.cklDgham 

ilro The. laiS Q DW 
Capitol Park Hotel, nw cot N Vap ud K 
Cbarlea Hotel, 485 Pa a* nw 
Commercial Hotel. 040 F» sv nw 
CONQHRaS HALL HOTBL TBBr 

S31-23S N J BT BCar B ae 
Cutler Hotel. 1005;10n 13tb nw 
Dewe; Hotel. 1330 L Uw 
Dolly MadlaoD Hoaae, 1014 Vt IT BW 
DrtscDil Hotel. V^T B nw 
Dnnbart on. Hotel, 633 Pa at nW 
Dnnmore Hotel. 343 Pa av nw 
Everett Hotel Tbe, 1T>0 H aw 
PLOSIDA INN THE, TSS ITtk aw 
riorida Inn Annei, 812-14 Conn av nw 
Geo»e WasHnrtoD Hotel. N T av cor 

15t6 nw 
Oeotxe WaablnEion Ion (Inc), aw cor N 
J Bv and C ae ' 

Oreaaon Hon 

a olden Eagli 

Holmes Hotel, 3^9-333 Va av aw 
Hotel BeUeTQc. ne eor IBtb and I BW 
Hotel BnrllngtoQ. 1120 Vt av nw 
Hotel Carol, 800 E nw 
Hotel Continental. 420 N Capitol 
Hotel Donald. 1008-12 IStb dk 
Hotel Glover. 11-19 B BW 
Hotel CTdtton. ne cor Conn av and D* 

Sales DW 
Hotel HarrtogtoD aw eor lltb and B B* 
Mtel Harris. 15-19 Ifaaa av uw 
Hotel HodBoa. 1329^1 H DW 
HOTRL LAFAYETTE, 16tk Bad t 

BW, Tel MbIb 4S14 
Hotel Lognn. 28 Iowa Circle bw 
Hotel Metropolitan. 618 J*^ av nw 



Is Directory Advertising Read ? 



WliatAniYouDoiiigNflW? 



Tin CMt it SaiH. 
Ittm M«n n» StIbfMtMy. 

THINK IT OVER 

M S<i4 Ftr On ItvrtMitaOn. 



State Gazetteers 

Directories, quite similar in general arrangement to city directories, are pre- 
pared for a number of states, and are known as **staie gazetteers.** A reference 
book with the word ''gazetteer" in the title indicates that the information per- 
tains to places. In the front of some gazetteers, though not in each one, a brief 
description of the state as a whole is given, corresponding to the miscellaneous 
information given for a city in the front of a city directory. 

Aiphabeticai Ust of Towns in State Gazetteers 

R. L. Polk & Company: Directoriea 

The first section of a state gazetteer gives a list of all the towns in the state 
in alphabetical order; under each town the prominent business firms are listed 
in sub-alphabetical order. 

Consult the specimen page from the State Gazetteer for Indiana under the 
alphabetical list of towns, which follows, and read the description of the little 
town of "Blooming Grove." 

Name the business conducted by the first firm mentioned on the page 
(Allie & Davies). This firm, and all others mentioned above "Blooming Grove," 
are located in what town given at the top of the page? 

What kind of business does James M. Hanner conduct in Bloomingdale? 

Under the general description of the town of Bloomington find the names of 
the newspapers published there. What university is located at Bloomington? 

Find the name of Charles Bell, among the alphabetical list of residents of 
Bloomington, and tell in what kind of business he is engaged. 

Business Directory in State Gazetteers 

The second section of a state gazetteer is given to an alphabetical list of the 
kinds of business carried on in the state, followed by the names of the towns in 
sub-alphabetical order; under the towns, the names of the individual firms are 
given in a second sub-alphabet. 

Consult the specimen page from the business section of the Indiana State 
Gazetteer which follows, under "Grocers," and, from the names of the towns in 
alphabetical order at the right-hand side of the column, find the name of the 
firm handling groceries in Bloomingdale. Turn back to the specimen page 
containing Bloomingdale, and tell what the firm handles besides groceries. 

Every business in the state is listed in a similar way. 

Directories for counties, corresponding in general with state directories, are 
sometimes published for separate counties of a state. 

Gazetteers of the World 

A gazetteer of the world contains the name of every place in the world which 
is of enough importance to be entered. The description of the place is brief or 
full according to the scope of the gazetteer. The following reference books 
which give information regarding places should be known: 

Webster's New International Dictionary: at the back; very brief. 

New Standard Dictionary: in the body; very brief. 

Century Dictionary: Volume for proper names; very brief. 

Any good encyclopsedia. Most encyclopsedias contain maps. 

Lippincott's Gazetteer of the world. This book, named after the publisher, is 
the standard one-volume reference book of its kind. 

14 
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specimen Entry under Towns from 
Indiana State Gazetteer 

R. L. Polk A Ck>nipany 



R. L. POUC * CO.'S <H 



I OS 

< 
Ijo 



Bwik of BloomlDfd&ls {Capllkl tlL 
OOOt, Wajur B SEannon praa, Thomu 
H Pance vlca-prca, L«anfdka J Brown 

Bl«oinlDcdkl> Mill Co. Prad Durmax 

o)DKr. craln alBvator 
BloomlnKdale Produca Co (Walter G 

Bbannon, Ooorc* W and Abraham !■ 

Havana) 
Blooinlnsdala World (waekly). Bert L 



J, caatar Bank 



_ Da via (Hanry Oohman. 

Slrauch Davla), Kracera and hard 

wara 
Grab am Bart L, nublr 

World 
Qraan Prad O, phralelan 
Hanner Jamea H, Kenl atora 

u --iphona Co, Jacob Olllan 

Vf — - — -. 






CbarlM 



aec, Wm Chapman 



KUchall Rom Ura, livery 

Lamb Clarence V, men« turnga and 

L*alcy W A * Son (Wm A and Jewel 

V), senl atora 
Llndley Alvln, confr and itatloner 
Long Minnie, milliner 
Morsan Robert R, phyaldan 
Morrlion Blvin B, hardware 
Schatlar BUa Mrs, hotel 
Slnglaton Chrlatophar S, r r «xp an* 

Union Clay Product Co, John H. O'BoyU 

praa and msr, pottery 
Van Camp Packing Co, W H Webb msi 
VIchory Joieph C, inaiirKnce 
Wood Frank, live itock 
Wood Orvllla W, baker and confr 
Woodard M Poeter. physician 
Woodard Solomon B, Inauranca 

BLOOHING OROVB 

Population, IZG, la a village in town- 
ahlp of aame name. Pranklln county, T 
mllBa from Brookvllle from which 
there la a ataare line and rural free de- 

BLOOMINGPORT 

Population. lOD. A village In Waah- 
Incton townehlp, Randolph county, 10 
_n.. ....... .. ,„._...„.„ ^h, county 




a«at and 1 mllei 
Ins town and ^— ,, 
^ traa delivery from I 



n Carlo*, the bank- 



^ BLOOMINOTOIV 

i . ^U.'"' "* ^*''*" population, located 
2 In Bloomlngton and Perry townshlpa. 
^Monroe county, on C, 1. t L. and I. C. 
.11. R-'a and ii the county aeat. There 
*are « banka, 1 newipapera. the "Tele- 
O phone" and "World -Courier." The In- 
■ dlana State University la located here 
and there are graded and high public 
■ ■ ■ ^P"- 



leading Indu 

leclric light syj 



Tel.. W. U. 



.. 2d.hd gooda 



AXTELL HARRY i 

Real Estate. Inaur 

L«anB. Etc, East f 

Baldwin Piano Co. Ed 1 . 

Rnrrnw H R, Undertaker 

O L. groceji 

Fred H, pnystclar 

. Miller t Blair 

Robert G Miller. 



: Public Square 






JaiD' 



iHhr Bloomlngton 



Bell CharleH. buoh 
Bell & McKlnley 

McKinley) cloll.-, 

Benckart George A, bakei 
Bender Bros, clothing 
Bender Frank M. grocer 
Beyer John C. milliner 
Blerley Ora A bicycle r 
BlHlr James W, Ia,wy(r 
Blakely Horace, grocer 



(Oscar G Bell, R C 



.MINCTON BOILER WORKS. Wm 

Hy Propr Smoke Slacks. Flue 



, R G Brusch aec 



' H Adans prca, Jamea K 



Bloomington National Loan Aaan, H D 

Bloomlnglon Poster Adv Co. Lovell Day 

Blomlngton Public Ubrary, Helen Bar- 

Bloomlngton Tele'uhone (dally), W D 

Bloomlngton Wholesale Grocery Co. C 

B.'oonitnglon & Bedford Slone Co, H P 

HOLLENBACHER GBORGB W, Indiana 

5 .iilf ^"'^^*°S.'- Rough, Scabbled. 

Sawed, Planed. Turned, Dreaaed, Bed- 

ford Stone, First Natl Bank BIdg 



Elevator Safdy Gates and Fb-e Dow Eqiqiment 

Kckaood a^ttr Gate C>, . . ~ ' 



specimen Entry under BiulncM 
from Indiana State Gaxette 

R. L. Fdk A ConqMAjr 




AMERICAN VALVE m TANK COMPANY 

Indianapolla, IncUanat U. Sb A. 



M12 Oroeara — RsOII 



B. I. POLK A CO.'S (1)1<) 



KABtner Andrew 


Aurora 


WellB Walter 


.. 






Whlttaker Ottawa 




»SX"h . ». 


" 


Clem CyrOs 
t^nionl Martin 


BU*fo«l 


Peters P A 




Lundwell G P 




Snyder A It 




Calvert E O 




Steele John ■ 




Chaney Charles 




StelEenwBid Chu 




Edlngton & KnapP 




Teaney D B 




Flater J B 




Wood Harry 




Inman J T 




Zeh R a 




McLaUBhlLn A W 




Cutshnw D * 


Auatin 






Scott C ■ 




Gohl"m & ^Davla 


Bloomlncdal* 


erothan Fnuik 


AtUI* 


Barton O L 




Knauer « Sana 




Bender P U 




Crodlu C tR D> 


BalnbHdre 


Blakely Horace 




Danny B B 




Blftkely W O i S*n« 




Ponl Frank 








HInea J H 








Arnold I. B 


Balbeo 






Staley Pr«iik 
Oauck John 


Baaa 


Clark GeofKa 
Clark W B 




Bataavllia 




Schroeder W J F 




Collins & Seldle 




Schuck Henrr 




Cooper J H 
GinraDle O P {R D> 




Zlerer A J 






Zierer Louis 




Henin W I. 




Howell R a 


B«ttla Oround 






Moore J. 8 




KelfeVB A " 




Allen M F 


Badford 


Klrby t Norman 




Bartlett C V 




MoAnlnch W A 








Mltler ve A 




slnzel C H 




Moore Howard (tt D) 




BIrdvell A A Son 




Myera P S 




Holding Faria 




Norrla r A 




nuchanan Stephen 




Ranard B> L 




Don lea W C 




Rhodes Mason 




Elliott a P 




RlBga H F 




EndrlB Loula 




RosS J T 




Feltner J W 




Sentney W S 




Pield Howard 




Shaffer & Curry 




PlBh JobDjr 




SlBCoe H K 






Smith T H 






Smith & Coffey 




Kss sa 




Spencer Homer 






Tandy D L. 




KInser GU 




Tarkintcton W D A Co 




r^ne M J> 




Todd Wn. 




UlQK W S 




Walker G A 




Owen Charlea 




Whitaker Morton 




RalnboU L. B 




Woodward J W * 80" 




Rarlden Stewart 




Wyile S O 




fisxiri" 




Blount & Son 


Blomtavin* 


" 


Conkiin Cea 


BlufftMi 



Snow Joseph 



Wood R C 
Wood W F 
Schmidt Hanry 

Cochran Edw B (R D) 

Bennett'. 



Ooodln A DeRkvan 
Orove A Hunt 
Kershiner H M 
McCIeery Samuel 
I Hark ley A Son 



Liecbty R E 
"-ntth Orva 
Ixon Daniel 
orter C W 
art J O 



I warKiey « ooi 
I Painter J H 
B««ch Orova stover a El 

" Wlltse C S A Sona 
Bateman U O 
Baum Bros 
Bordnian Clarence (R I 

Crenshaw A TounKblooc 



Switch 
Bennetts ville 



r I. C 



BlckneU 



Jellrlea N M 

Kelley J W 

LutE Philip 

MeW C P 

Parker Henry A Son 

Phillips C W 

Reed J B 

Scales A Oowen 

Shields H P 

Stephens f L 



Questions for 
Atlases; City Directories; Gazetteers 



Student's name Per cent. 



Teachers name Hour reciting Date. 



Have you read the directions on the back of this cover? Answer yes or no. 

1 — All places in the Centuiy atlas are indexed in the back of the book, in one alphabet. After 
each town the population is given, the number of the map on which it is situated, and a 
letter and nuniber guide for tracing it. One entry reads as follows: Wallace: Idaho, 
3000; 50; D-2. 

What does 3000 mean? What, 507 Wliat is the letter and number guide? 

2 — What kind of an atlas should be consulted to show the sise of France at different periods of 
her history? 

3 — If the word "classical" appears in the title of an atlas, do the maps pertain to general or 
to ancient history? 

4 — If one wished to locate an unfamiliar place, Schenevus, for example, an atlas index arranged 
under which of the following plans should be consulted? (May answer by letter.) 

a. Places on each map on the back of that map. 

b. All places in one alphabet at the back of the atlas. 

c. Places on each map on the margin of that map. 

5 — ^The word ''gazetteer" in the title of a book indicates that it gives information pertaining to 
what? 

6 — If one wished to locate the office of the Board of Health in a city, the index of what section of a 
city directory should be consulted? Where in the directory is this section usually located? 

7 — In what section of a city directory could a list of the druggists of the city be found? Where in 
the directory is this section located? 

8 — In what section, located where in a city directory, could one find between what streets a certain 
house number comes? 

9 — W^hat publication gives information for a state, similar to that which a city directory gives 
for a city? 

10 — a. Where, in Webster's dictionary, could the length of the Amazon river be found? 

b. Where, in the Standard dictionary? c. Where, in the Century? 

d. Which would give more about the river, the dictionaries or Lippincott's Gazetteer of the 

world? 

e. Would an atlas index give the length of the river? 

f . Would an encydopSBdia give information about the river? 

g. Do encydopfledias contain maps? 
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Z «^A 
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Directions for Using 
Perforated Page of Questions and Key 

Which appear on the reverse side of this cover 

The questions which appear on the reverse side of this cover, on a perforated 
colored sheet, are not difficult, detailed or '*catchy." They are intended to 
emphasize important points and to systematize the work for class records. The 
answers, which can easily be given after the text has been carefully read, should 
be written, from memory, Jn the blank spaces under the questions, preferably in 
class time unless directed to do otherwise by the one in charge of the work. 

The perforated sheet should be torn out in the presence of the one conduct- 
ing the class and only after it hiis been filled in. When directed to remove the 
questions, insert pencil in the hole and rip around the perforated edges. 

A key, by means of which the w^ork can be checked, is printed on the cover 
under the question page, but is not revealed until after the question page is 
removed. This key consists of the same questions, with the correct answer 
to each printed below it. 

The value of each question, on the scale of 100, is indicated after the answer 
in the key. By means of this key, students could correct their own or each 
other's work in a few moments, in case the librarian or teach(T could not take 
the extra time to do so. 

If th(» one who corrects the paper finds an incorrect answer, the amount to be 
deducted should be placed on the outer right-liand margin, near the mistake. 
These amounts should be added, the sum subtracted from 100, and the result 
placed after the word "Per cent." at the top of the sheet. 

The questions are asked in such a way as to admit of ver\' little varietj' in the 
wording of the answers. How- ever, if the wording of a written answer is mani- 
festly correct, and perfectly clear, but not exactly like the printed answer, of 
course no deduction should be made. Do not deduct for spelling, nor for 
abbreviated statements if they are perfectly clear. 

If the one wlio corrects a paper marks a question w'rong which the writer 
considers correct, tlu^ two should examine the key together, or ask advice from 
the one in eliarge of the class. 



Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ''Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
EInglish classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 
2 — New Standard Dictionary 
3 — Encyclopaedias 
4 — Parts of a book 

6 — ^Atlases; city directories; gazetteers 
6 — Concordances 

7 — Library classification and card catalogue 
8 — Indexes to periodical literature; debates 
9 — Year-books 
'^ 10 — Commercial indexes 

i 

-- 11 — Important publications of city, state and federal governments 



I 



A 

■■^w. 



The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 



Experience has proved that the best results can be obtained if the work ia 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The following piuragraphs are taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
''Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments b one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Concordances 

A concordance is simply a very complete index, confined to words instead 
of to subjects. It is designed to help one to find just where a quotation occurs 
in an author's work, even though only a part of the quotation is known. Only 
a few very prominent authors such as Shakespeare, Wordsworth, Milton, 
Tennyson and a few others, have a separate concordance for their works. 
Cruden's concordance to the Bible was the first concordance ever published 
(1737). 

Books which collect quotations from scattered sources usually have a very 
complete index of all important words in the quotations selected, thus making 
a kind of miscellaneous concordance. 

The pages which follow are inserted to illustrate how a concordance is to be 
used. Suppose one wishes to find who is the author of the following quotation, 
or in which of his works it may be found : 

'^Hark! hark! the lark at heaven's gate sings." 

If the author is known, one might consult a concordance of his works to find 
in which one of them the quotation appears. 

If the author is not known, a book of miscellaneous quotations should be con- 
sulted. 

Among the many good books of quotations there are at least two with which 
one should be familiar: 

Bardett: Familiar quotations. 

(Quotations collected under authors. Some Bible quotations included.) 

Hojrt: Cyclopaedia of quotations. 

(Quotations collected under subjects. No Bible quotations.) 



An lUustiatlon from Bartlett's Familiar Quotations 

To find the author of a quotation which appears in the collection made by 
Bartlett, or in almost any other good collection, first consult the index under any 
prominent word. To illustrate, for the quotation selected, 

"Hark! hark! the lark at heaven's gate sings/' 

look in the index under "hark" or "lark" or "heaven's" or "gate." The page 
following is taken from the index to Bartlett's Familiar quotations under the 
word "heaven's." Every time the word "heaven's" occurs in any quotation in 
the book, it is indexed in connection with important catch words in the quotation. 
Consult the specimen page from the index, find the word "heaven's" (in the pos- 
sessive case, not plural) and notice that the catch word first mentioned after 
"heaven's" begins with "b," "best treasures," and that the last catch word 
begins with "w," "wide pathless way." The important catch words are sub- 
arranged in alphabetical order. Find the word "gate" alphabetically among 
the catch words, and give the other words in the quotation which follow it. 
What page is referred to? 

Page 159 of Bartlett's Familiar quotations is reproduced, and follows the 
specimen page from the index. Consult it, and mention the author whose name 
appears on the top of the page. The selections made by Bartlett are classified 
under author. Glance down the page until the desired quotation, which is quite 
a long one, is found. After it, the abbreviation "ibid." appears. This abbre- 
viation comes from the Latin word ibidem, which means in the same place. It 
is used something as ditto marks might be, to indicate that the quotation comes 
from exactly the same place as the one directly preceding it, which is scene 3. 
Act 2, from which this scene comes, is mentioned a few lines above. The 
name of the play, from which all quotations below it come, Cymbeline, is given 
one line above Act 2. The quotation therefore comes from what author? What 
play? What act? And what scene? Be careful to understand why the answers 
to the above questions should be: Shakespeare; Cymbeline; Act 2; scene 3. 

Give the play, act, and scene for each of the following quotations, all of 
which appear on the specimen page: 

"Prouder than rustling in unpaid-for silk." 

"I have immortal longings in me." 

"Let's do it after the high Roman fashion." 



A Specimen Entry 

from the Index to 

Bartlett's Familiar Quotations 

Copyrighted by Little, Brown A Company 
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A Specimen Entry 

from 

Bartlett*8 Familiar Quotations 

Gopjrrighted by Little, Brown & Company 

SHAKESPEARB. 169 

Oy withered is the garland of the war, 
The soldier's pole is fallen.^ 

Antony and CUopatra, Act iw, 8c 16. 

Let 's do it after the high ftoman fashion. jbid. 

For his bounty, 
There was no winter in 't ; an autumn 't was 
That grew the more by reaping. Act v. 8c 2, 

If there be, or ever were, one such, 
It *B past the size of dreaming. jbid. 

Mechanic slaves 
With greasy aprons, rules, and hammers. md. 

1 have 
Immortal longings in me. jind. 

Lest the bargain should catch cold and starve. 

C^mbeUme. Act L 8c. 4. 

Hath his bellyful of fighting. Act ti. Sc. i. 

How bravely thou becomest thy bed, fresh lily. Bc 2. 

The most patient man in loss, the most coldest that 
ever turned up ace. Sc. 3. 

Hark, hark I the lark at heaven's gate sings. 

And Phoebus 'gins arise,* 
His steeds to water at those springs 

On chaliced flowers that lies ; 
And winking Mary-buds begin 

To ope their golden eyes : 
With everything that pretty is, 

My lady sweet, arise. ibid. 

As chaste as unsunn'd snow. 8e. 6. 

Some griefs are medicinable. Act ui. 8c. 2. 

Prouder than rustling in unpaid-for silk. be. s» 



^ See Marlowe, page 41. 
* See Lyly, page A, 
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An lUustration from Hoyt*8 Cyclopaedia of Quotations 

The author of the quotation illustrated through Bartlett's Familiar quota- 
tions 

"Hark! hark! the lark at heaven's gate sings" 

could also be found in many other collections of quotations. In order to 
become familiar with different forms of entry, specimen pages from Hoyt's 
Cyclopsedia of quotations are also reproduced. The quotation could be found 
under the word "heaven's" in this book also, but, for the sake of variety, the 
word "lark" is selected. Notice on the specimen page from the index, which 
follows, that the catch words under lark are in sub-alphabetical order, and that 
the word lark is not always repeated, but is frequently represented by the letter 
"1." Under lark, sub-alphabetical order "the lark," the third catch words are 
in alphabetical order. Find the catch words, "the 1. at," give the page referred 
to, and the letter following the page. The letter "h" after 49 refers to the 
position of the quotation on page 49. The asterisk (*) indicates that the quota- 
tion is from the author indicated by the * at the bottom of the page. Who is 
he? What author is indicated by two **? Notice signs at the bottom of the 
page used for other authors. 

A specimen entry from page 49 follows the index entry. Turn to it and 
notice that the quotations are lettered in order just before the author's name, 
beginning with a, and also notice that the authors are in alphabetical order, 
beginning with M. (Under s, the name Shakespeare is understood through the 
titles of his plays). Find "h," and give the act, scene, and line from which 
this quotation comes in a song in the play of Cymbeline. All of the quotations 
on this page from Hoyt refer to what subject and what division of it as indicated 
at the top of the page? The quotations in Hoyt are arranged under subject; 
those in Bartlett are arranged under author. 

Turn again to the index under lark, sub-alphabetical "up springs the lark,, 
shrill," and give the letter on page 49 under which the quotation is placed. Tura 
to the specimen entry of page 49, find the quotation, and give the author, poem,, 
and line cited. By a similar method find the authors, poems and lines for the 
following quotations: 

"Sky-poised lark." 

"Gentle lark, weary of." 

Under the word "language" in the index, sub-alphabetical "w," find "with 
no language but a cry," and name the author by finding his name at the bottom 
of the page, preceding the sign indicated. 

Trace the following in a similiar way: 

"Old landlord's hospitable door." 

"Stick to the last" (not your). 

"Nothing is too late, till the." 
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A Specimen Entry from the Index to 
Hoyt's Cyclopaedia of Quotations 

Copyrighted b7 Funk ft Wagiulla Comp&nj 
LAND. LAUQH. 
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Hoyt's Cyclopaedia of Quotations 

Copyrighted by Funk & Wagaalls Company 
BIRDS— LARK. BIRDS— LARK. 
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To hear the lark begin his flight, 
And singing startle the dull Night, 
From his watch-tower in the skies. 
Till the dappled dawn doth rise, 
a. Milton — LAlUgro, L. 41. 

The bird that soars on highest wing, 
Builds on the ground her lowly nest; 

And she that doth most sweetly sing, 
Sings in the shade when all Uiings rest : 

In lark and nightingale we see 

What honor hath humility. 
h. MoNTOOMEBT — HumUUy^ 

I said to the sky-poised Lark : 

" Hark— hark ! 
Thy note is more loud and firee 
Because there lies safe for thee 

A little nest on the ground." 

c. D. M. MuLOCK— ^ Rhyme About Birds. 

No more the mounting larks, while Daphne 

sings, 
Shall, listening, in mid-air suspend their wings. 

d. PoPB— Poftorofa. Winter, L. 63. 

O earliest singer ! O care-charming bird ! 
Married to morning, by a sweeter hymn 
Than priest e'er chanted fh>m his cloister dim 
At midnight,— or veiled virgin's holier word 
At sunrise or the paler evening heard. 

e. Adslaidb Psoctbb — The Flood of 

J%e$9afy, 

O happy skylark springing 

Up to the broad, blue sky. 
Too fearless in thy winging. 
Too gladsome in thy singing. 

Thou also soon shalt lie 
Where no sweet notes are ringing. 

/. Ghbistina Q. Rossbtti — Oons Fbrever. 

Su2. 

The sunrise wakes the lark to sing. 
g. Chbistin A O. Rossbtti — Bird Raptures, 

L. 1. 

Hark ! hark 1 the lark at heaven*s gate sings. 

And Phoebus 'gins arise. 
His steeds to water at those springs 

On chalic'd flowers that lies. 

h, Cymbeline — Act II. 8c. S. Song. 

L. 21. 

It is the lark that sings so out of tune, 
Straining harsh discords and unpleasing 
sharps. 
i. Romeo and Juliet — Act III. Sc. 5. 

L. 27. 

It was the lark, the herald of the mom. 
J, Romeo and Juliet— Act III. Sc. 5. 

L. 6. 

Lo 1 here the gentle lark, weary of rest. 
From his moist cabinet mounts up on high, 
And wakes the morning, fh>m whose silver 

breast 
The sun ariseth in his mi^csty. 
k. Venus and Adonis— L, 863. 
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Some say, that ever 'gainst that season comes 
Wherein our Saviour's birth is celebrated, 
The bird of dawning singeth all night long : 
And then, they say, no spirit dare stir 

abroad; 
The nights are wholesome; then no planete 

strike, 
No fairy takes, nor witch hath power to 

charm. 
So hallow'd and so gracious is the time. 
L HamUt— Act 1, Sc. 1. L. 168. 

Then my dial goes not true ; I took this lark 
for a bunting, 
m. AlTs WeU That Ends Wel^Act II. 

Sc. 6. L. 5. 

Better than all measures 

Of delightful sound. 
Better than all treasures 

That in books are found. 
Thy skill to poet were, thou soomer of the 
ground! 

n. Shbllbt — To a Skylark, 

Sound of vernal showers 

On the twinkling grass. 
Rain-awakened flowers, 

All that ever was 
Joyous, and clear, and fresh, thy music doth 
surpass. 

0. Shbllbt— 7b a Skylark. 

Up springs the lark, 
Shrill-voiced, and loud, the messenger of 

mom; 
Ere yet the shadows fly, he mounted sings 
Amid the dawning clouds, and fh>m their 

haunts 
Calls up the tuneftil nations. 
p, Thomson— 77^0 Seawns, Spring, 

L.687. 

The lark sung loud ; the music at his heart 
Had called him early; upward straight he 

went. 
And bore in nature's quire the merriest part. 
As to the lake's broad shore my steps I bent. 
q, Chablbs Tbnhtbon Tubvbb— iStmn^f. 

An April Day. 

The lark that shuns on lofty boughs to build 
Her humble nest, lies silent in the field, 
r. Edbcukd Vf hiAXBi—Of the Queen. 

Ethereal minstrel I pilgrim of the sky I 

Dost thou despise the earth where cares 

abound ? 
Or, while the wings aspire, are heart and eye 
Both with thy nest upon tiie dewy ground? 
Thy nest which thou canst drop into at will. 
Those quivering wings composed, that music 

still 1 
t. WoMDBWOVTB— Poems of the 

Imagination, 2b a Skylark. 
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An Illustration from Bartiett^s Concordance to Shakespeare 

The quotation, ''Hark! hark! the lark at heaven's gate sings" could also be 
found in a complete concordance to Shakespeare's works. One of the best 
concordances to Shakespeare has been compiled by John Bartlett, who also 
compiled "Familiar quotations." This concordance is a book over half the size 
of a Webster's New international dictionary. 

Under the word "gate," on the specimen page which precedes, a reference 
will be found to every play, act, scene and line in which the words gate or gates 
occur in any of Shakespeare's works. Notice that it requires over half of the 
page to list all of the references to this one word. Read the first, and then the 
last reference under gate. The titles of the plays are abbreviated. Unless one 
is sufficiently familiar with these titles to guess at them from the abbreviations, 
they would have to be looked up. Are the titles of the plays in sub-alphabetical 
order? Is there any sub-arrangement by catch words? Near the end of the 
references under gate, find Cymbeline, and give the act, scene and line for the 
quotation desired. Is a large concordance easier or more difficult to use than 
a small one? 

Find, quite near the end of the references under gate, the play, act, scene 
and line for the quotation containing the phrase, "Knocking at the gate." 

Find the word "gasp" in heavy type in alphabetical order on the page, and 
tell in what act, scene and line of Cymbeline the word appears. 

Give the act, scene and line in Merry Wives of Windsor for, "Peace, I say! 
hear mine host of the garter." 

Give the act, scene and line in Comedy of Errors for, "The reason that I 
gather he is mad." 
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An Illustration from Young's Analsrtical Concordance to the Bible 

Many Bible concordances have been published; some of these are very ex- 
haustive, others condensed. A brief concordance is often published at the back of 
the Bible. Very large and complete Bible concordances have been compiled by 
Alexander Cruden, Robert Young, and James Strong. In each of these con- 
cordances one could find the exact book, chapter and verse of the Bible in which 
any ordinary word occurs. 

Consult the specimen entry taken from Young's Analytical Concordance to 
the Bible, which follows, and tell how many times the word "hunger" is entered 
in heavy black-faced type. The separate entries of a word indicate a slight 
difference in the meanings. Notice that this concordance gives the Hebrew 
characters for the words, after each distinct meaning, to enable a scholar of the 
Hebrew language to sec how exact the translation is. Consult the second entry 
of the word "hunger" in heavy type (to have or suffer hunger), and tell how 
many numbered sub-divisions are under it. Near the end of the second sub- 
division, find the chapter and verse in the book of Romans for the quotation, 



"if thine enemy hunger, feed him. 



» 



Under the word "hundred fold" find the book, chapter and verse for the 
quotation, 

"Sprang up and bare fruit an hundred fold." 



William CuUen Bryant has edited an excellent collection of short poems 
entitled 

A New Library of Poetry and Song 

The analytical index of quotations at the back of late editions of this work 
forms a kind of concordance. 
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A Specimen Entry from 
Young*8 Analsrtical Concordance to the Bible 

Copyrighted by Funk A Wagnalls Company 



UUAIMUD) FOLD — 

I, Hundred $tep$t iimei, OVn '^ [meah paam\ 
aSa.34. ahowmanyaooTwilieybe, anhnndredrold 

2,HuHdred meaaureit tnsif n^ Imeah shaar], 
Geo. a6. xa reoetred in the Mmo year an hundredfold 

ZMundnd/old, iKarorrcarKae(M» hehaUmlapUuiOn, 
Matt 19. 99 ihall reoeire an hundred fold, and ihall 
Uarkia ja he ihall reoeire an hundred fold now In 
Luke & 8 sprang up, and bare fmiftan hundredfold 

^Hundred, kKwr6p hekaUm, 

Matt 13. 8, aj aome an hundredfold, lome lixty fold 

HUHDSXDTH^- 
Hwndrtd^ fi^ msah. 

Qen. 7. XI In the six hundredth year of Noah's life 
8. X3 in the six hundredth and first year, in the 

Nflh. 5. XI the hundredth (part) of the money, and 

HTJHBBBDB, by — 

By hundredi, a hundred each, h^ iKorSt^ ana hek, 
Mark & 40 sat down in ranks, p>y hundreds], .fifties 

HUXGSE — 

LHunqeTyf amine, ^'S^^raab, 

Sxod.x6. vtokillthis whole assembly with hunger 
Deut.a8. 48 in hun0Br,and in thirst, and in nakedness 
3a. a4 burnt with hunger, and derouied with bur. 
Neh. o. xs bread from hearen for their Lunger, and 
Jer. 38. 9 he is like to die for hunger in tlie place 
Lam. a. X9 thy young children, thai faint for hunger 
4. 9 are better than (tliey that be)slain with h. 
Bie. 34. 39 they shall be no more oonsamed with hu. 

2JBunfferf /amine, \gfi6s Umoe. 

Lukexs. X7 hare bread enough, .and I perish with h. 
a Co. XX. a? hunger and thirst, in fastings often, In c. 
Ber. 6. 8 to loll with sword, and with hunger, and 

HUXGBR^ is (have or aofte) — 

1. To hunger, be hungry, 3jn rtub, 

Fsa. 34. xo Theyoung Uons do lack, and suffer hungv 
ProT X9. X5 sleep ; and an Mle soul shall suffer hunger 
Isa. 49. XO They shall not hunger nor thirst : neither 
Jer. 4a. 14 nor hare hunger of bread; and there wUl 

2.7*0 hunger, w^iwi^ peinaik 

Matt. 5. 6 Blessed (are) they which do hunger and 
ai. x8 as he returned into the city, he hungered 
Luke 4. a when they were ended, he afterward hu. 
d. ax Blessed, .that hunger now : for ye shall 
6. ^s Woe unto you that are full t foryeshaUhu. 
John 6. 35 he that cometh to me shall nerw hunger 
Bom.xa. ao if thine enemy hunger, feed him ; if he 
x Co. 4. IX we both hunger, and thirst, and are naked 

X x. 34 if any man hunger, let him eat at home 
Ber. 7. x6 They shall hunger no more, neither thirst 

SVXOZB, is mtttmtn — 
To caute or auffer to be hungry, sn raeb, 5. 
Dent. 8. 3 suffered thee to hunger, and fed thee with 

HUJUtfUt BITTJU — 
Hungry, famiehed, 3B1 rad>» 

Job x8. xa His strength shall be hunger bittso, and 

XUVOZBXD, te be an— 
To hunger, wt iWU» peinaS. 

Matt. 4. ahehadfasted..hewasaflenr«rdtn]iiiDg. 
la. t his disdples were an hungered, and began 
xa. 3 what DaTld did, when he was an hungered 
as. 35 1 was an hungwed, and ye gaye me meat 
as. 37 Lord, when saw we thee an hungered, and 
as. 4a I wasan hungered, and yegaye jenomeat 
as- 44 when saw we thee an hungered, or athirsi 
Mark a. as when he had need, and was an hungered 
Luke 6. 3 what David did, when himself was anho. 

HUVOBT — 
l.Hungry,/amMhed, as^roeft. 

xSa. a. sbungry ceased: so thai the barren hath 
a 8a. 17. a9 The people (is) hungry, and weary, and 
a KL 7. xa They know that we (be) hungry; therefore 
Job s* 5 Whose harvest the hungry eateih up, and 
aa. 7 thou hast wlthholden bread from the h. 
94. xo they take away the sneaf (firom) the hun. 
Psa X07. s Hunsry and thirsty, their soul fainted In* 
107. o and fllleth the hungry soul with goodness 
107. 36 there he maketh the hungry to dweU, that 
X46. 7 wliich giveth food to the hungir. The L. 
Pkov.as. ax If thine enemy be hungry, give him bread 
S7. 7 to the hungry soul every oit:^ thing is 
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Questions for 
Concordances 



L 



Student's name Per cent. 






1 

O 




Teacher's name . . .• Hour reciting Date 

Have you read the directions on the back of this cover? Answer yes or no. 

1 — Ib a ooncordanco an index of subjects or an index of words? 

2 — a. Under what words would the following quotation from the Bible be entered in a good 
Bible concordance? 'The price of wisdom is above rubies." 

b. Might this quotation also be found in Bartlett's Familiar quotations? 

c. Why would it not bo entered in IIoyt*s Cyclopsdia of quotations? 

3 — Who has compiled a concordance to Shakespeare's works? 

4 — a. Which of the collections of quotations studied is arranged by subject? 
b. Which one is arranged by author? 



5 — What abbreviation is used after a quotation in Bartlett*s Familiar quotations, to indicate 
that it is found in exactly the same place as is the one directly preceding it? 

6 — WTiat is given in the index of Hoyt*s Cyclopsedia of quotations after the page to aid in readily ^ | 
finding the quotation on the page? ^ 



7 — If a quotation by Alexander Pope is desired, would it be better to use Bartlett's Quotations o 
orHoyt's? Why? *^ 

? 

8 — If a quotation on the subject of friendship is desired, would it be better to use Bartlett*s n 
Quotations or Hoyt's, and why? e 

9 — a. If one wishes to find in what play, act, and scene a very familiar quotation from Shake- 
speare occurs, would it bo easier to use a complete Shakespeare concordance, or 
Bartlett's or Hoyt's collection of quotations, and why? 

b. If the quotation is unusual, which would it be better to use? 
10— How are leading catch woi^^^ ''nder important not^ Vn mBSi-^ wsawst^sMMR^ ^k^*-'^^^*^^'^ 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ''Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — Encyclopaedias 

4 — Parts of a book 

5 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — Indexes to periodical literature; debates 

9 — Year-books 
10 — Commercial indexes 
11 — Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 



V 
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Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The following paragraphs are taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
''Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools. . . . Such a course, more- 

over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Library Classification and 
Card Catalogue 

If the hundreds of thousands of volumes in large libraries are to be made 
available, some carefully planned system for the arrangement of books on the 
shelves is necessary. Many experiments have been made with different plans, 
but the one which meets with the greatest favor at the present time is a ''Decimal 
system" devised by Melvil Dewey. 

Dewey or Decimal System of Library Classificatioii 

Under the Dewey or Decimal system of library classification all books on the 
same subject are kept together by means of numbers. Ten large subjects, each 
of which is assigned to a hundred division, form the basis of the system. For 
example, science is represented by 500; literature, by 800; fine arts, by 700. The 
hundreds are next subdivided into tens, each ten representing some division of the 
main subject, as: 810, American literature, that is, a particular literature under 
800; physics is represented by 530, a particular science under 500; music is 
represented by 780, a particular division of fine arts. E^ch of the tens is next 
divided into units: as 811, American poetry, a division of American literature; 
537, electricity, a division of physics; 784, vocal music, a division of music. 

When possible, certain numbers stand for certain subjects: for example, 
a ^^0" always represents something general, whether it occupies the units, tens, or 
hundreds position. If a book is about England, a ''2" will appear somewhere 
in the book -number; the reverse, however, is manifestly not the case, that is, 
if a ''2" appears in a book-number, the book is not necessarily about England. 
A careful study of the significance of each number is too detailed for a brief lesson. 

It is necessary to have access to the full classification, with its index, if 
accurate work is done for a real library. These tables serve for general out- 
lines only. 



Questions Drawing Out tlie Arrangement of Table 1, Which Follows 

Consult Table 1, which follows, and read all of the numbers, and the subjects 
which they represent, from 000 through 900, including also the divisions for 
biography and fiction, below 900. 

Under what divisions would books on the following subjects be classified? 

1. Chemistry. 9. High school education. 

2. Study of music. 10. David Copperfield; story by Dickens. 

3. Selected poems. 11. History of England. 

4. Life of Whittier. 12. Encyclopedias. 

5. Philosophy of the Greeks. 12. English grammar. 

6. Books on engineering. 14. A trip through Yellowstone Park. 

7. Religion of the Romans. 15. Government of France. 

8. Century magazine. 16. Medical dictionary. 

How many zeros appear in the first division? As there are only nine di- 
visions from 100 through 900, and as the system requires ten divisions to carry 
out the decimal plan, the division of 000 is improvised to meet this need. It is, 
in all respects, treated like the other divisions. 

Table 1 

lUustratiiig the Dewey or Decimal System of Library Classificatioii Under 

Hundreds 

000 — General works; such as encyclopsedias, magazines, newspapers. 

100 — Philosophy; such as psychology, ethics, philosophy. 

200 — Religion; such as mythology; any book on any religion. 

300 — Sociology; such as government, education. 

400 — Language (called also philology) ; such as any book on any language. 

500 — Science; such as physics, chemistry, biology, mathematics. 

600 — Useful arts; such as engineering, medicine, manufactures. 

700 — ^Fine arts; such as painting, music, sculpture, architecture. 

800 — Literature; such as poetry, dramas, essays of any country. 

900 — History; such as travel, description, history. 

B — ^Biography being a very large subject, is often classified by itself, under 
''B." As the life of a person is simply the history of an individual, instead of the 
history of a country, some libraries use a division under history, 920, for biog- 
raphy. 

Fiction — Most libraries do not classify fiction under a number. Books in 
fiction are usually placed on the shelves in alphabetical order under the first 
letter of the author's surname. Some libraries, however, classify fiction under 
a division of literature, 800. 

Questions Drawing Out tlie Arrangement of Table 2, Which Follows 

Table 2, which follows, repeats the main divisions under Table 1, but shows 
bow each subject is separated into ten subdivisions. Consult the table under 
800, and give the numbers for: French literature, Italian literature, Greek 
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literature. Under 400, give the numbers for: French language, Italian language, 
Greek language. Notice that the numbers in the tens position correspond. 
When a book is about France, ''4" will appear somewhere in the number; if the 
book is about Italy, "5" will appear; if it is about Greece, "8" will appear. 



Table 2 

Illuatrating the Dewey or Decimal System of Library Classificatioii Under 

Divisions by Tens 



000 GENERAL WORKS. 
010 Bibliography. 
020 Library Economy. 
030 General Cyclopedias. 
040 General Collections. 
050 General Periodicals. 
060 General Societies. 
070 Newspapers. 
080 Special Libraries. 
090 Book Rarities. 



600 NATURAL SCIENCE. 

510 Mathematics. 

520 Astronomy. 

530 Physics. 

540 Chemistry. 

550 Geology. 

560 Paleontology. 

570 Biology. 

580 Botany. 

590 Zoology. 



100 PHILOSOPHY. 

110 Metaphysics. 

120 Special Metaphysical Topics. 

130 Mind and Body. 

140 Philosophical Systems. 

150 Mental Faculties. Psychology. 

160 Logic. 

170 Ethics. 

180 Ancient Philosophers. 

190 Modern Philosophers. 



600 USEFUL ARTS. 

610 Medicine. 

620 Engineering. 

630 Agriculture. 

640 Domestic Economy. 

650 Conmiunlcation and Commerce. 

660 Chemical Technology. 

670 Manufactures. 

680 Mechanic Trades. 

690 Building. 



200 RELIGION. 

210 Natural Theology. 

220 Bible. 

230 Doctrinal. 

240 Devotional and Practical. 

250 Homiletic, Pastoral. 

260 Church. Institutions. 

270 Religious History. 

280 Christian Churcnes and Sects. 

290 Non-Christian Religions. 



700 FINE ARTS. 

710 Landscape Gardening. 

720 Architecture. 

730 Sculpture. 

740 Drawing. Design. 

750 Paintinj?. 

760 Engravmg. 

770 Photography. 

780 Music. 

790 Amusements. 



300 SOCIOLOGY. 

310 Statistics. 

320 Political Science. 

330 Political Economy. 

340 Law. 

350 Administration. 

360 Associations and Institutions. 

370 Education. 

380 Commerce and Communication. 

390 Customs. Costumes. Folklore. 



800 LITERATURE 

810 American. 

820 En^ish. 

830 German. 

840 French. 

850 Italian. 

860 Spanish. 

870 Latin. 

880 Greek. 

890 Minor Languages. 



400 LANGUAGE (Philology) 

410 Comparative. 

420 English. 

430 German. 

440 French. 

450 Italian. 

460 Spanish. 

470 Latin. 

480 Greek. 

490 Minor Languages. 



900 HISTORY. 

910 Geography and Description. 

^20 Biography. 

930 Ancient History. 

940 Europe. 

950 Asia. 

960 Africa. 

970 North America. 

980 South America. 

990 Oceanica and Polar Regions. 



*Bio^phy is often classifiedl|[>y a "B" instead of by a number. Fiction is usually claosified 
alphabeticfuly by^liie author's sumame» and therefore has no number. 



Explanation of Cutter Table of Author-marks 

What number, in Table 2, represents American literature under 800? The 
number for American poetry, a division of American literature, not shown in the 
condensed table, is 811. It is evident, therefore, that the poems of Longfellow, 
Whittier, Bryant, Lowell, and all other American poets will have the same num- 
ber, that of 811, unless some provision is made to distinguish them. It is as im- 
possible for two books in a library to have exactly the same number, as it would 
be for two pages in a book to be numbered alike. Libraries avoid such diffi- 
culties by following the Dewey number with the first letter in the author's sur- 
name. For Bryant's poems a "B" would follow 811; for Holmes' poems an 
"H'' would follow 811. This would be a very simple solution if there were not 
several authors whose surnames begin with the same letter. Longfellow and 
Lowell and Lanier would each be 811 L under this plan, unless a further division 
were used. Of course, Longfellow might be, "811 Lon," and Lowell, **811 Low," 
and Lanier, "811 Lan," but this would be confusing. Experience has proved 
that it is easier to handle books and cards if arranged by numbers than if 
arranged by letters. 

A key, showing the relation of the alphabet to numbers, has been carefully 
worked out, and is known as the "Cutter Table of author-marks." These num- 
bers range between 10 and 100 to correspond with the alphabetical position of the 
second and third letters of the author's surname. The scale gradually changes 
from low numbers, which represent letters in the first part of the alphabet, to 
high numbers, which represent the letters in the latter part of the alphabet. 

Consult the following specimen entry of the "Cutter Table of author-marks" 
for "B," find "Bry," and give the number in connection with it. The Cutter 
number for Bryant is B84, because "ry," the second and third letters in Bryant, 
are near the end of the alphabet, and "84" is a relative distance from 10 to 100. 
By placing this Cutter number, "B84," after the Dewey number, "811," the 
complete classification for Bryant's poems becomes 811-B84. This number is 
used by the majority of libraries of America for Bryant's poems. 

The Dewey and the Cutter numbers for the poems of John Burroughs, an 
American poet, are 811-B94. Give the Cutter number only for: Botsford; 
Browning; Burns. When the number for a name cannot be exact, as Bartlett, 
for example, use the number directly preceding. Give the number for Bamford. 
Tell, without consulting the table, whether the number following B, in the name 
Bacon, would be a high or a low number. Which would be the higher number, 
the one for Bedford, or the one for Bennett? 

The complete table contains, of course, a key for each letter in the alphabet, 
corresponding to the sample under B. This key is used by almost all libraries; 
it is particularly valuable for fiction. Most libraries do not place any Dewey 
number before the Cutter number for fiction. The number for a story by Barrie, 
entitled "Sentimental Tommy," for example, is B27S. "B27" is the Cutter num- 
ber for Barrie; "S" represents the first letter of the title. Give the number for 
a story by Blackmore entitled "Loma Doone." Some libraries do not even give 
a Cutter number for fiction, but put authors alphabetically on the shelf without 
such close classifying. 
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For biography, most libraries use a "B" instead of a Dewey number. The 
"B" is placed first, then the initial letter of the surname of the one written about, 
with its Cutter number. The Cutter number is then followed by the initial of 
the author's surname. For example, the book-number for a biography of 
Daniel Boone, by Abbott, would be B-B64-A. The first "B" claasifies the book 
under Biography. "B64" is the Cutter number for Boone (the one written 
about). "A" indicates that the author's name begins with "A." 

Spedmen cmtfy for "h" from Cutter TaUt of Antbar Harka. 



Bs U 
B>c 12 
Baco 13 
Bad 14 
Bail 15 
Baia 16 
Bak 17 
Bal 18 
Bald 19 
Ball 21 
Ban 22 
Bar 23 
Bark 24 
Barm 25 
Barne 26 
Barr 27 
Bar* 28 
Baa 29 
Bu31 
Batf 32 



Bax 33 
Bay 34 
Be 35 
Beal 36 
Beam 37 
Bear 38 
Bed 39 
Bel 41 
Bern 42 
Ben 43 
Beno 44 
Beo45 
Bers 46 
Bi47 
Big 48 
Bit 49 
Bim 51 
Bio 52 
Bir 53 
Bi>S4 



Bix 55 
Bl 56 
Blaf 57 
Blak 58 
Blan 59 
Bland 61 
Bio 62 
Bo 63 
Bon 64 
Bot 65 
Bou 66 
Bow 67 
Bowl 68 
Box 69 
Boin 71 



Bre 74 
Brem 75 
Bri76 



Brim 77 
firo 78 
Broo 79 
Brow 81 
Browni 82 
Bru 83 
Bry 84 
Bua 85 
Due 86 
Bal 87 
Bum 88 
Bura 89 
Burg 91 
Burl 92 
Burn 93 
Burr 94 
Burt 95 
Bus 96 
But 97 
Butp 98 



Arrangenient of Books on Shelves 

The number by which a book is classified is known as a "call number" 
because the book is called for by that number. This "call number" is either 
printed, or written, or pasted by means of a label, on the back of the book to 
make it easy to find or to replace the volume on the shelf. All books of the same 
class are together, sub-arranged first by numbers, and then by the letters of the 
author's name. In a section of literature, for example, books numbered as below 
would be arranged on the shelves as follows: 




Considering the above as books on a shelf, between what numbers would 
American literature by Newcomer, 810-N43, be placed? Would Holmes' poems, 



811-H73, be "in" or "out" according to the above? Would Lowell's poems, 
811-L89, be "in" or "out?" Would LongfeUow's poems, 811-L83, be "in?" 
Would Tennyson's poems, 821-T25, be "in" or "out?" 

Shelf Lists 

It is necessary for libraries to have a file of cards arranged in the order in 
which books are placed on the shelves, to make it possible to determine what 
books have been assigned to certain numbers, or what books may be missing 
from any section. These cards are called a "shelf-list;" this list is not ordinarily 
needed by the users of the library. 

Before taking up the next subject^ it would be well to memorize the ten main 
divisions of the Dewey or Decimal classification as given on page 4^ Table L 
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Card Catalogue 

A card catalogue of a library coo^sts of written, or typewritten, or printed 
cards, uniform in size, for all books in the library. Each card represents either: 

An author; A title; A subject; or 

A special chapter or phase of some one book. 

The complete catalogue, therefore, gives full information on such points 
for all books contained in the library. The cards are usually filed in one 
alphabetical order, in cabinets made for the purpose; and, to prevent misplace- 
ment, are fastened by a rod run through a hole in the bottom of each card. 

The accompanying cuts are inserted to show how the cards are arranged 
in drawers and cases. The first drawer of the case represented by the following 
cut contains cards for all authors, subjects, titles and other necessary entries, 
which come in alphabetical order between A and K. Give the letters contained 
in the second drawer. This case represents a very small library. In large 
libraries, many drawers are needed; sometimes one or more drawers are required 
for one letter only. 




The second cut represents the first drawer of the case as it would appear if 
it were removed. Notice that the card for "Cuba" is in full view. What 
author's name appears on this card, just below the word Cuba? If this book 
were to be called for, the number in the upper left-hand comer of the card, d70-F, 
would be copied by the one desiring the book and handed to some one in charge 
of the library. This number indicates where the book is located on the shelves; 
the "9" indicates that it is in the section of history; the "7," that it is among 
the books on American history, and the "0," that it treats of some general phase 
of American history; the "F," represents the initial of the author's surname. 
Numbers of this kind are known as "call numbers," because books are called for 
under these numbers. The "call number" is always entered in the upper left- 
hand comer of the card. It is also placed on the back of the book. 



Guide Cards 

Notice that after Cuba, a card beaded "Dickens" extends above the other 
cards. What word, beginning with "E," extends above the line immediately 
following Dickens? These cards are called "guide cards," because they guide 
one to the location of certiun letters in the catalogue. Are the "guide cards" in 
alphabetical order? If a card for a book on "Pish" is in the drawer, it would 
appear between what guide cards? Between what guide cards should one look 
to see if the library contains a copy of: 

a; Oliver Wendell Holmes' poems, 

b; Book on "Baskets," 

c: A copy of "As You Like It," 

d; Emerson's Essays? 




Library of Conftreu Printed Cards 

To enable a catalogue to give a complete record of what books a library 
contains by a certain author, or on a certain subject, or by a certain title, it is 
necessary to make several cards for each book. This, of course, means a great 
deal of careful work, which should be done only by those who have been trained 
in the details of cataloguing methods. As all cards for the same book are nearly 
the same in different libraries, it is obvious that there is much waited energy in 
writing these cards separately for each library. A central bureau has therefore 
been established by the Library of Congress for the purpose of supplying other 
libraries with cards which are printed for the catalogues of their own library. 
As the Library of Congress receives two free copies of every book which is copy- 
righted in the United States, its card catalogue has a printed card for all such 
books. Cards are also printed for all other books in the Congressional library. 
These cards can be purchased by any library, public or private, for a trifle more 
expense than that of blank cards. Postage is free, because the work is under the 
United States government. These cards make it possible for the smallest 
library to be catalogued as carefully as is a large important one. For detuls, 
address: Printed Card Catalogue Division, Library of Congress, Washington, 
D. C. 



A Library of Congress card for Francis Parkman's '^California and Oregon 
trair'foUows, reproduced in exact size. All cards needed under different head- 
ings for this book, such as an author card, a title card, a subject card, are made 
from this form, which is the only form printed. 



Parkman, Francis, 1823-1893. 

The California and Oregon trail; being sketches of 
prairie and Eocky Mountain life, by Francis Parkman, 
jr., with an introduction by Edward G. Bourne, ph. d. 
New York, T. Y. Crowell & eo. [1901] 



1 p. 1., xix, 416 p. front, (port.) 
Added t.-p. : The Oregon trail. 



19* 



1. The West— Descr. & trav. 2. Indians of North America— The West. 
3. Frontier life— The West. 



Library of Congress 
©1901 A 12474 



O 



F592.P2S6 



1-16610 



An "author card" made from this printed form, would have the "call num- 
ber," 917.P256, entered in the upper left-hand corner. The card would be filed 
in the catalogue in alphabetical order under Parkman. 

A title card, made from this form, would have the title, "California and 
Oregon traiF' written above Parkman, and the call number entered in its proper 
place. The card would be filed in the catalogue in alphabetical order under 
California. See reduced cut below. 






Parkman, Francis, 1823-1893. 

The California and Orep;on trail; being sketches of 
prairie and Rocky Mountain life, by Francis Parkman, 
jr., with an introdnction by Edward 0. Bourne, ph. d. 
New York, T. Y. Crowell & co. tl901i 

1 p. I., xix. 416 p. front (port.) 19** 
Added t.-p. : The Oregon trail. 



1. The West— De5cr. & trav. 2. Indians of North America— The West. 
3. Frontier life— The West. 



Library of Ccjpgress 
©1901 A 12474 



O 



FS92.P2S6 



1-16630 



As the book is about Oregon as much as it is about California, a third card 
would be made by writing ''Oregon trail" above the word Parkman, and enter- 
ing the call number. (Under the library code of capitalization,^ordinary words 
in a title begin with a small letter). 
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Other entries are needed for this card, beside those for author and title. 
Three suggested subjects under which it should be entered are numbered and 
abbreviated a little below the middle of the card. What is suggested for number 
2? If a card were made for this subject, the words '^Indians of North America — 
the West" would be written on the printed form above the word Parkman, the 
call number entered, and the card filed in the catalogue in alphabetical order 
under Indians. 

The sample card which follows shows how carefully every important essay 
in Loweirs **My study windows" should be catalogued. As the essays in the 
book do not all bear on the same subject, and as the subjects cannot be surmised 
from the title, each essay is listed, a little above the middle of the card, under 
'^Contents." Give the title of the first essay, and also of the second. In the 
paragraph below ^'Contents," the important subjects treated in the essays are 
numbered, indicating that a card should be made for each one. What are the 
first and second subjects suggested? What is the eleventh subject? After the 
last subject, the word "title" indicates that a title card should be made. To 
make this title card, what words should be written above Lowell? What are 
the dates for the life of James Russell Lowell? Dates are given after the name 
of each person for whom a subject card is to be made. After number 4, find when 
Carlyle lived; after number 10, when Emerson lived. Where would the Dewey- 
Cutter number, which is 814.L95, be entered on each card made? 



Lowell, James Russell, 1819-1891. 

My study windows. By James Russell Lowell .. Bos- 
ton, New York, Houghton, Mifflin and company f**1899i 

4 p. 1 , 433 p 20"-. *- ^ I 

"Forty third impression *' 

Contents— My garden acquaintance —A good word for winter— On a 
certain condescension in foreigners— A great pubbc character —Carlyle. — 
Abraham Lincoln —The life and letters of James Gates Percival — Tho- 
reau— Swinburne's tragedies— Chaucer —Library of old authors —Emer- 
son, the lecturer — Pope 

.J. ?^j;^* ^. Winter 3 Qumcy, Josiah, 1772-1864 4 Carlyle, Thomas. 
1795-1881 5 Lincoln. Abraham, ores U S, 1809-1865. 6. Percival. James 
Gates, 1795-1856 7 Thoreau. Henry David, 1817-1862. a Swinburne, 
Algernon Charles. 1837- 1909 9 Chaucer, Geoffrey, d. 1400 10 Emerson 
Ralph Waldo 1803-1882 11 Pope. Alexander. 1688-1744 i Title 



O 



17-16121 
Library of Congress PS2320A1 1899 a 



Practical Suggestions for Using a Card Catalogue 

Though users of a card catalogue do not need to be troubled with the details 
of cataloguing, which belong to a special feature of library economy, they should 
thoroughly realize the value of a card catalogue, and be perfectly familiar with 
the plan upon which it is arranged; otherwise they cannot be independent, or 
feel at home, in finding material in large libraries. 
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Dates; Editions; Publishers 

The habit of noticing the dates and publishers of books should be cultivated. 
For books on certain subjects the date is very important indeed, while for books 
on other subjects it is immaterial. A book on submarine boats printed in 
1910 would be practically useless. It is also advisable to notice whether or 
not the catalogue contains cards for different editions of a work. Important 
books usually pass through many editions. Bartlett's "Familiar quotations/' 
for example, has passed through ten editions; the last one, of course, is 
more complete and better arranged than any preceding edition. Milton, 
Shakespeare, Dickens, Scott, and the works of many other authors, have passed 
through a great many different editions. Early editions of the works of a promi- 
nent author are sometimes exceedingly valuable. 

The publisher of a book is sometimes a clue to its value. Good publishers 
are anxious to have a reputation for giving satisfactory service, as are all other 
responsible business houses. A good publisher's name, therefore, means that 
honest work is practically guaranteed, and that the subject matter of the book 
has been approved by a responsible firm. 

Find Gall Number Under Entry with Fewest Cards 

Before consulting the card catalogue for the call number of a desired book, 
if the author, subject and title of the book are all known, try to think under 
which entry the fewest number of cards would have to be handled. For example, 
should one wish to draw from a large library a copy of the collection of English 
essays written by John Brown and entitled "Spare hours," the call number for 
the book would have to be found in the card catalogue under either author, title 
or subject. Under the author. Brown, John, as many cards would be found 
as there were books in the library either by or about a man so named. To find 
the John Brown desired would necessitate the handling of many cards. A still 
larger number of cards would be found under the subject, "Essays — English." 
However, under the title, "Spare hours," there would be very little probability 
of finding any other cards with exactly the same heading. 

Find First and Last Cards for Large Subjects 

When using a card catalogue which contains many cards on a subject, 
Lincoln or Shakespeare, or some country, for example, find the first card bearing 
the name, then the last one, and read the headings of "guide" cards which may 
come between to indicate subdivisions of the topic. If this plan is followed, an 
estimate of the books which the library contains on the subject can be quickly 
made. Large topics in a card catalogue are frequently subdivided to corres- 
pond with the subdivision used in standard encyclopsedias. A very large card 
catalogue can be used as easily as a small one after a little training and prac- 
tice, but the fact that large subjects must be subdivided, should always be 
kept in mind. In the case of Shakespeare, in addition to general guide cards, 
probably each play would be sub-arranged alphabetically, and books or editions 
pertaining to each one would be listed under a guide card bearing the name of 
the play. In the case of a country, the guide cards are sometimes quite 
extensive, but always self explanatory if a little care is used. 
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special Indexes 

As we have seen, a card catalogue indexes all books which a library contains 
under as many different headings as are necessary. A card catalogue, however, 
is necessarily limited in its scope, and cannot index every reference in the library. 
Magazine articles, for example, are exceedingly valuable for reference work, but, 
if a card catalogue should attempt to include an index of them, it would become 
so cumbersome that it would be more annoying than helpful. We therefore have 
excellent indexes prepared separately for magazines, and issued in printed form. 
As magazine indexes are explained in another place, no details are given here. 
The fact that special indexes are prepared for widely different needs should be 
kept in mind when in search for reference material. Telephone directories, or 
city directories, are nothing but special indexes. An English dictionary, for 
instance, is an exhaustive index to the words in the English language; indeed, 
the dictionary was one of the first indexes attempted; a biographical dictionary 
is practically an index which lists prominent persons of the world while giving 
also a brief sketch of each one; a chemical dictionary lists and explains chemical 
terms; a dictionary of dates arranges historical events in chronological order. 

A few important special indexes are mentioned below. Read the description 
of each book, and try to realize why it was prepared. 

A. L. A. Portrait index. (American Library Association.) 

An index of portraits contained in over 6,000 volumes of books 
and periodicals published prior to 1905, listing about 120,000 portraits. 

Baker, Ernest A. Guide to liistorical fiction. 

Guide to best fiction. 

Two large volumes. The first one gives historical fiction only; the 
second one gives fiction which is centered about various subjects, such 
as music, slum life, blindness, for example. 

Each volume gives: 

a. A guide to the best novels of different countries. 

b. Novels classified by periods and countries, or subjects. 

c. An index by author, title and subject. 

d. Good descriptive notes. 

Granger, Edith. Index to poetry and recitations. 

The Granger index enables one to find familiar selections which are 
scattered in out-of-the-way books; for example, such favorites as: the 
**Old oaken bucket;** ^**Twas the night before Chrietmas;** ** Darius Oreen 
and his flying machine.** 

It indexes about 400 volumes of miscellaneous collections of poems, 
recitations and readings. Elach selection is indexed three times; that 
is, it appears under each of the following indexes which are in di£Ferent 
sections of the book: 

The index for the titles of the selections requires about the first 
third of the book. 

The index for the authors requires the second third. 

The index for the first lines requires the last third. 
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If only the first line of the poem or recitation is remembered, look 
for it in the ''First line index;'' if only the author is known, look in the 
"Author index;" if only the title is known, look in the "Title index." 
Collections are referred to under initials which stand for the words of 
the titles of the collections, as; BNL refers to a collection of poems en- 
titled Bryant* s New Library of poetry and song; BLP refers to Beacon 
Lights of Patriotism. The key to these abbreviations appears at the 
front of the Granger index. Most libraries would have a copy of one 
or two of the collections of poems and recitations referred to under 
the title of the selection desired. 

Guides to Genealogies 

Special indexes have been prepared for tracing the history of individual 
families. These indexes are arranged under the surname of the family, and 
refer to books which have traced the ancestry of branches of the family 
bearing that name. Many large public libraries have a special department 
devoted to the tracing of family histories. For noted English and Scottish 
families, see: 

Burkes peerage or Burkes landed gentry. 

For American families see, 

Munsell: Index to American genealogies. 

Book Selection 

Many essays, articles and books have been written on the theme of the read- 
ing of good books. Discussions on this subject, either in print or in conversation 
or in lectures are always fascinating. We are very likely to listen when one 
announces some such topic as: Books which have influenced me; Books which 
I would take if cast upon a desert island; Books which every gentleman's library 
should contain; or the like. A little book written by Charles Richardson, pub- 
lished by Putnam of New York, and entitled '^Choice and use of books** is excep- 
tionally good on this general subject. 

One of the most important functions of a public library is that of guiding 
students to the best books; and one of the most vital phases of education is that of 
training one's self to know where to find lists of the best books on desired subjects. 
Our need for selection ranges from the best picture books for children to the best 
books to meet the various phases of older life in stories, or travel, or history, 
or science, or other interests. The danger of pernicious books, so feared a gen- 
eration ago, is rapidly passing; the difficulty which the present generation meets 
is that of being absorbed by the mediocre. If we wish to grow, and to culti- 
vate a taste for the art in literature, we must do some reading which is above 
our level. 
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The American Library Aseociation 

One of the most valuable educational associations of recent years is the 
American Library Association, though few people, not connected with library 
work, realize the full extent of its influence. This association is largely responsi- 
ble for the exceptional service which we have through our excellent public library 
system in this country. The association publishes a most carefully prepared 
list of selected books to assist librarians in making a wise choice of good books 
for their shelves, and, to an unusual extent, lives up to its motto, "Best reading, 
for the greatest number, at the least cost." The following publications of this 
Association are excellent for book selection: 78 E. Washington Street, Chicago. 

SOW) titles for a popular library (1904), 

3000 titles for a popular library (1911, aupplemmnt) , 

"Btxik list," issued practically monthly. 

Kroe^er — Guide to the Stuify and Use of Reference Books, 



State Library Commissions: Other Educational Bodies 

Library commissions, located at state capitals, frequently publish valuable 
lists, usually free to schools of the state and sold very reasonably outside of the 
state. The following are especially good: Michigan, Minnesota, New York, 
Oregon, Wisconsin. 

Much excellent work is done by many state library commissions in the way of 
sending boxes of books known as traveling libraries to small towns and rural 
districts. Maryland maintains an automobile traveling library which carries 
books at frequent regular intervals to isolated places. 

Many local Boards of Education, State Boards of Education, Normal Schools,, 
publishers and other bodies issue lists of books for various needs. 

The United States Bureau of Eklucation issues two good lists, for high 
schools under the following supervision: 

University High Sehool: University of Chicago, BuUeHn 35, 1913. 

Martha Wilson, Supervisor of School Libraries for Minnesota— Bulletin 41, 1917. 



References in Scattered Books 

In addition to the above lists the student should bear in mind that guides 
to good books, frequently headed "Bibliography," can be found: 

a. At the end of articles in good general encyclopaedias, and in encyclo- 
psedias and dictionaries of special subjects. 

b. In most good text-books on the subject desired. 

c. In most good special works on the subject desired. 

d. In books giving only bibliography. 
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Questions for 
Classification and Card Catalogue 



Student's name Per cent 



Teacher's name Hour reciting Date 

Have you read the directions on the back of this cover? Answer yes or no. 

1 — Fill in the main subjects in the Dewey or De<ninal B>'8tcin of library classification which are 
represented by any five of the following numbers: 

000 100 200 300 400 



500 



600 



700 



800 



900 



2 — Fiction, if numbered at all, is usually classified alphabetically under the initial of the authr»r's 
surnnme, followed by the Cutter number, and then by the initial of the title. "D55'* 
stands for Dickens; "D55N" stands for Nicholas Nickleby. Give the number for the 
following stories from Dickens: 

a: Pickwick Papers. b: Martin Chuzslewit. c: Little Dorrit. 

3 — M< st libraries use "B** for Biography instead of a number, following the *'B" by the initial 
letter of the surname of the one written about; this, in turn, is followed by the mitial of the 
surname of the one who wn>te the biography. Indicate, under a, b, c, d, below what the 
following signify in a book numbered B-L63-N: 

a. The "B" stands for what? 

b. The biography is about a man whcse name begins with what letter? 

c. Are the second letters of his name near the beginning of the alphabet, e. g., Lake; 

or near the end, e. g., Lyons; or about the middle, e. g., Lincoln? 

d. The book is written by a man whcse name begins with what letter? 

4 — Tender the library code of capitalization do ordinary* words in titles begin with a capital letter 
or with a small letter? 

5 — The following represents a Library »)f Congress printed card, reduced. Tlie call numl>er for 
this card is, 352.072. Make a title card out of the form, ami enter the call nuniber in the 
projHT place. 



Goodnow, Frank Johnson, 1859- 

... City ^'ovciniiK'iit in the United States, by Frank J. 
Goodnow .. Now York, The Century co., 1906, 

X. ,115 p 2H"" rriic .\incrican .^tatc ^crici) 
rir.M pub. in 1<104 



1. Munidpal g<nvcniint-nt> U. S. i. Title. 



r of O^ncrcss ^— ^ 



S-8344 



Library of O^ngrcs 



JS331.G72 



6 — What wonis would be written above Goodnow, if a subject card were made on the preceding 
fonn? 



.9 

1 



4> 



I 

8 
S 



7 — Who has cx)mpiled two large indexes to serve as guides to the best fiction? 

S — Who has compiled an index which guides to recitations and |)oems in scattered b(K)ks of 
selection? 

9 — Under what three headings is each selection catalogued in the last mentioned book? 



10 — Name a guide to portraits. 
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Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The following paragn^hs are taken from the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is. one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Indexes 

to 

Periodical Literature 

Indexes to the great variety of scattered articles in the best magazines are one 
of the great achievements of modem reference indexing. Standard magazines 
constitute our best source for current literature and for information regarding 
current events. Many articles are of permanent value, while many others are 
of passing interest only. 

Poole's Index to Periodical Literature 

The first important index to articles in magazines was edited in 1881 by two 
friends, Poole and Fletcher. They conceived an idea of issuing an index for all 
of the best magazine articles which had appeared since the earliest magazine 
publications in this country. Much of the work for this enormous task was 
volimteered. When it was published, it comprised two large volumes, and bore 
the title of: "Poole's Index to periodical literature," Volume 1, 1802-1881. 
For magazines after 1881 a volume was issued every five years until 1906, after 
which date the work was discontinued. The articles were indexed by subject 
only; portraits were indicated. The six volumes issued are a great monument to 
magazine indexing, and the only guide to magazines for, practically, the 19th 
century. Therefore, most of the best magazine literature which was issued in the 
past century can be found under subject in these various volumes of Poole's Index 
to periodical literature, dated as follows: 

Vol. 1 : 1802-1881 (2 parts) Vol. 4: 1892-1896 

Vol. 2: 1882-1886 Vol. 5: 1897-1901 

Vol. 3: 1887-1891 Vol. 6: 1902-1906 

Indexes to Current Periodical Literature and Selected 
United States Government Publications 

The firm which is now doing more thorough and extensive work in the line of 
indexing current publications than any other firm in the world, is the H. W. Wilson 
Company of New York. They prepare indexes to nearly all of the good current 
magazines which are published in the English language, except those pertaining to 
purely technical subjects, such as medicine, banking, dentistry. These indexes 
guide to articles in over three hundred current publications, including many 
important publications of the United States Government. A thorough knowledge 
of the plan upon which they are arranged is indispensable for good reference work. 
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The most popular of these indexes, and the one which is the most serviceable 
for general reference work/ is: 

The Readers* Guide to Periodical Literature 

This index, which is explained in detail by means of specimen entries on the 
following pages, will illustrate the general plan used for other magazine indexes. 

Every month, the "Readers' guide to periodical literature" indexes all articles 
in about one hundred popular magazines, together with a few important tJnited 
States Government Publications. The index is arranged in one alphabetical 
order, and gives for all articles in each magazine indexed: 

Author; subject; title, if a story; portrait. 

Plan on Which Readers* Guide is Cumulated 

If each monthly issue of the Readers' guide contained an index to magazines 
for one month only, it would be necessary to examine twelve separate indexes 
in order to cover magazine articles for a year's time. This plan would be very 
cumbersome indeed. The publishers have therefore adopted a scheme of gather- 
ing up the separate indexes as they accumulate during the year. This plan, 
called ''cumulative," repeats the indexes in bi-monthly and quarterly issues, 
arranging the references in each issue in one alphabetical order. It operates as 
follows: 

The January issue indexes articles in the January periodicals. 
The February issue indexes articles for January and February. 
The March issue indexes articles for January, February and March. 

The March issue completes the first quarter. Cumulation is then begun 
over again for the second quarter. At the end of each quarter the cumulation 
goes back to January, as: 

The April issue indexes articles in April periodicals only. 

The May issue indexes articles for April and May. 

The June issue indexes articles for six months, from January through June. 

The July issue indexes for July. 

The August issue indexes for July and August. 

The September issue indexes for nine months; January through September. 

The October issue indexes for one month. 

The November issue indexes for October and November. 

The December issue indexes for twelve months, January through December. 

Thus the December number contains all issues for the year, in one alphabet. 

Five December, or yearly issues, cumulated in one alphabet, constitute a 
volume, as: 

Volume 1 : Covers the years 1900-1904. 

Volume 2: Covers the years 1905-1909. 

Volume 3: Covers the years 1910-1914. 
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Consult the specimen entry of "List of Periodicals Indexed" on following 
page, and tell what magazines are referred to when the Guide uses the following 
abbreviations: 



Am M 

Bui Pan Am Union 

Cent 



Cur Hist M, N Y Times 

Delin 

Farmers' Bui 



Each issue of the guide contains, at the front, a complete alphabetical list 
of all abbreviations used for magazines. 



Details of Entrtet 

Consult the specimen page from the Guide under the letter "F," which follows, 
and give the title and the author of the first article under the word "Food." 
What is the abbreviation of the magazine in which this article appeared? Turn 
to the specimen page containing the "List of Periodicals Indexed" and give the 
full name of this magazine. The number which follows "Fortn." is the volume of 
the magazine, and the numbers following 109 are the pages in the 109th volume. 
The dash between the pages indicates the length of the article; that ie, the article 
begins on page 270 and ends on page 277. "F" indicates that the article was 
published in February; '18, of course, indicates the year. Read the entries for 
the second article under "Food," and tell what each one means. 

Give the abbreviation which comes just before the name of the magazine 
"Outing," in the first article under "Fishing." This abbreviation indicates that 
the article is illustrated. In what volume of Outing did this article appear? 
In what month of 1918 was it published? How many pages are devoted to it? 

Who wrote an article about Leo Feist? The abbreviation "por," which 
follows the author's name, indicates that a [wrtrait of Leo Feist appears in connec- 
tion with the article. If the name of the magazine in which this article appears is 
not recognized from the abbreviation "Am M" find it from the specimen page of 
"List of Periodicals Indexed." Give the volume, number of pages, month and 
. year for the magazines in which this article appears. 

Give an exact reference for portraits of: Edna Ferber; David R. Francis. 

On what day in March of 1918 was a poem published by Mablon Leonard 
Fisher in the Literary Digest? When a magazine is published oftener than once a 
month, the day of the month is given to distinguish the different isBuea. 



specimen Entry from 
Readers' Guide to Periodical Literature 

Showing Abbreviations used for Periodicals 



List of Periodicals Indexed 



Am City— American City. (C ed) City Edi- 
tion. $3. Civic Press, Tribune Building, 
New York. 

— Same. (T and C cd) Town and County 
Edition. $3. 

— Same. (Both editions to one address) $4 

(C ed) or (T and C ed) in entry indlcatea 

that article is contained in City edition or 

Town and Ooimty edition only. Entries not 

00 distinguished refer to either edition. 

Am Econ R — ^American Economic Review. 

J 5. American Economic Association, 
thaca, New York. 

Am Hist Assn Rept — American Historical 
Association Report $3 to members (in- 
cluding annual subscription to the Amer- 
ican Historical Review). American His- 
toricsd Association* 1140 Woodward 
Bldg., Washington, D. C 

Am Hist R — ^American Historical Review. 
$4. $3 to members of the American his- 
torical association (including Annual re- 
port). Macmillan Company, 66 Fifth 
Ave., New York. 

Am J Soc-rAmerican Journal of Sociol- 
ogy. $2. University of Chicago Press, 
Chicago. 

Am M — American Magazine. $2. Crowell 
Publishing Company, Springfield, O. 

Ann Am Acad — Annals of the American 
Academy of Political and Social Science. 

tS. $5 to members of the Academy. 36th 
t. and \yoodland Ave., Philadelphia. 

Arch Rec — Architectural Record. $3. 
Architectural Record Company, 115 West 
40th St, New York. 

Art and Archaeol — ^Art and Archaeology. 
$3. Archaeological Institute of America, 
Washington, D. C. 

Art World— Art WotU and Arts and Dec- 
oration. $4. Hewitt Publishing Corpora- 
tion, 470 Fourth Ave., New York. 

Asia — ^Asia, Journal of the American Asiatic 
Association. $2. Asia Publishing Co., 
627 Lexington Ave., New York. 

Atlan — Atlantic Monthly. $4. Atlantic 
Monthly Company, 41 Mt Vernon St, 
Boston. 

BeUmm^The Bellman. $4. The Bellman 
Co., 118 South 6th St, Minneapolis, Minn. 

Bib World— Biblical World. $2. University 
of (Chicago Press, Chicago. 

Bird Lore — Bird-Lore. $1.50. D. Appleton & 
Co., Harrisburg, Pa. 

Bookm — Bookman. $3. Dodd, Mead & 
Co., 4th Ave. & 30th St., New York. 

Bui Pan Am Union — Bulletin of the Pan 
American Union. $2. 17th and B Sts., 
N. W., Washington, D. C. 

Canad M — Canadian Magazine. $2.50. aoo 
Adelaide St West, Toronto, Canada. 



Oath World— Catholic World. $3. 120-122 
W. 60th St, New York. 

Cent — Century. $4. Century Co., 353 4th 
Ave., New York. 

Child Labor Bui— Child Labor Bulletin. $2. 
National Child Labor Committee, 105 East 
22nd St, New York. 

Conf Char and Correc See Nat Conf Soc 
Work 

Contemp— Contemporary Review. $5. 
Leonard Scott Pub. Co., 249 West 13th 
St, New York. 

Country Life — New Country Life. $5. Dou- 
bleday. Page & Co., (jarden City, N. Y. 

Cur Hist M, N Y Times— Current History 
Magazine of the New York Times. $3. 
New York Times Co., Times Square, New 
York. 

Cur Opinion — Current Opinion. $3. Cur- 
rent Literature Pub. Co., 63 W. 36th St, 
New York. 

Delin — Delineator. $i.5a Butterick Pub. (3o., 
Butterick Bldg., Spring and MacDous^ 
Sts., New York. 

Dial— Dial. $3. The Dial Pub. Co., 152 W. 
13th St, New York City. 

Edin R — Edinburgh Review. $4.50. Leonard 
Scott Pub. Co., 249 West 13th St, New 
York. 

Educa — Education. $3. Palmer Co., 120 
Boylston St, Boston. 

E^uc R— ^^Educational Review. $^. Educa* 
tional Review Pub. Co., Columbia Univer- 
sity, New York. 

El School J — Elementary School JournaL 
$1.50. University of Chicago Press, Chi- 
cago. 

Everybodsr's— Evenrbod/s Magazine. $1.50 
The Ridgeway Company, Spring & M.ac- 
dougal Sts., New York. 

Farmers' Bui — United States. Department 
of Agriculture. Farmers' bulletins. A 
limited number of copies are available for 
free distribution by Division of Publica- 
tions, Department of Agriculture, Wash- 
ington, D. C. « 

Fortn— Fortnightly Review. $5. Leonard 
Scott Pub. Co., 249 West 13th St, New 
York. 

Forum— Forum. $2.50. The Forum Pub- 
lishing Co., 118 East 28th St, New York 

Gard M — (jarden Magazine. $2. Double- 
day, Page & Co., Garden City, N. Y. 

Good H — Good Housekeeping. $1.50. 119 W. 
40th St, New York. 

Harper — Harper's Monthly Magazine. $4. 
Harper & Bros., Franklin Square, New 
York. 
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specimen Entry from 
Readers' Guide to Periodical Literature 

Federal r«(ervs board 

Capital lauiaa commlttae 

Supervision ol Becurlty luuM by the United 

Sta,'- • "- — "-- -- 



>. Forbea. Nation I0S:3Ta-t.Mr U 



.. le '18 
Falat, Leo 
Knows all about the popular sone buainess. 
E. M. Wlckes. por Am M 86:48-9 P 'IS 
Ftmlnlam 

Femlnlam buslneas. Woman's H C 1E:1S Ap '18 
Freedom and famllj' life. Unpop R 9:111-11 Ja 



Sootteaa Saturdays. 1 
City lg:2« Mr 'IB 
I, Carl Rit — " "-- 



, Edni 



Joy ot the Job, 

KlvohTtlon a' Hohite. Bookm 46:e4T-EI; VtAS-BI. 
160-70 F-Ap '18 
Ferguton, Elsie (Loulte) 

Portrait Am M 86:37 1. 
Fernindai, Jett VIncente 

Sketch, por Bui Pan Am Union 18:131-4 P '18 



T Mr '18 



FIctlo. 



4:93-l{l2 Ja '18 



_,„ -J of good cheer: «<!■ by P; H. Law. 

11 Ini) 33A1S-20. 460-2, 496. 626 Mr 9-30 'U 
E cut I mental America. H: S. Canby. Atlan HI: 

iOa-S Ap '18 
EprinK openlnE In Action. H. W- Boynton. 

Bookm 4T:1T5-SI Ap 'IS 
Story In the mating, Dnpop R 9:93-8 Ja '18 
Fllene, A. Llnci>1n 
Status of the d.'kyllght saving plan. Am City 
18:217.18 Mr 'IS 
FIJilnger, Mrs Emit B. Sei Teasdale, Sara 
Flltert and filtration 
Characteristics of a lime softening nitration 
plant. W. A. Speny. II Am City 18:253-7 Hr 



A. Hohrbacher, Am 
Fish, Sari ^iisieli. See Paxson, Frederic I*. JL 
Fish as food 



Ap '18 
:34-6 Ur '18 



Wheeler. Q J Econ 32:203-37 F '18 
.. juchtlnger, Eugene 
New method of training the voice. Q J Speech 



food. P. 
Flaher, Helsn Dwlaht 
Boy. the war and the harrow. Survey 89:704-8 
Mr 30 "18 

Flihar. Jrvino 

:rlbutJons o( the war ti 

Econ R g:sup26^ 
risher, Mahlon Leonara 

Love or children; poem. t4t Digest Gl:38 Ur 9 
Fishing 
Cast thy lure'' upon the waters. 11 Outing 71: 

44-7 Ap 'IB ^ 

Good form In Oy-casting. S. Taylor. II Outing 
72:40-1 Ap '18 
=iak. Euoene Lyman 

"■■ "*" '" T over. LAdlea' K J SS:90 Hr '18 



•18 



t Mr 



Flike, 
John Fiske'a lone atruggle 
Cur Opinion 64:138-9 Mr '1. 
Flaherty, James A. 
Who are the Knlghta of Columbus? Indies* 
H J 35:66 Mr '18 
Flamel, Nicholas 
Ancient defensive armor In modem warfare. 
Scl Am S 86:180-2 Mr 23 '18 
Flaihfloht photoflraphy. See Photography. 

Flashlight 
Fleming, R. 

Fourth dimens 
Fletcher, John Gould 
Earth; poem. Bookm 47:93 Ur '18 
New heaven: poem. Yale R n s 7:527-8 Ap 'IS 
Poetry of Conrad Aiken. Dial 64:291-2 Mr 1) 



1. Sci An S SS:188-9 Ur ! 



Germany's financial burdens. Ut Digest 66: 

90-Z Mr 1 18 
Oermany's (Inancial outloolc. H. J. Jennings. 

19th Cent 83:374-86 P '18 

Great Britain 

Fence, ^^umem^ 

Bmergency financial meaaures of Japan. S. 
Takashlma. J Pol Boon 38:802-7 Ur *18 

Bolshevik repudiation. H. J- Jennings. Fortn 
109:428-37 Ur '18 

United States 
Aside from sentiment. Ind 93:629 Mr 30 '18 

United States- " "" ' 

■ " , J: K. 
'18 

hmcK, nenry Tt. — , 

Golden cock. Natlonl06:S00-^ .. _- 

War-time pleasures of the table. Cent 95:839- 
904 Ap '18 

14 Mr 2-9 18"' 
Flndlay, Hugh 
Better garden this yeari'Ind 93:168 Ur 2 'IB 
How to plant and raise vines. Art World 3: 
sup6-8 Mr '18 

Republic of Finland. A. Tarmolinsky. map Cur 
Hist M, N 7 TImea T,pU:437-41 Ur 'IS 
Finney, Ross, L. , 



47:2t9-E4 Ur 15 '18 
Fliers. See Aviators 
File* 
""-"- e methods o( fly 



il principle determining the elemen- 



Effectlve 



control. T; J. Head- 
-1 Mr » -18 

laj health. C: T. Brues. 



Files at carriers of co 
Insects and the nat 

11 Scl Monthly 6:2D:i-ii nir is 
Flint Implements and weapons. See Stone Im- 
plements and weapons 
Flood control 
Flood protection for the Miami valley. O. R. 
Qeyer. II map R of Ra 67:291-6 Ur 'l8 
Florida 
Florida surveyed tor war and peace. Survey 
39:598 Mr 3 '18 
Flour 
Shall we eat whole- wheat bread? R A 

Dutcher, Science n s 47:228-32 Mr B 'IS 
What I do with the mixed flours. A. B. ScotL 
il Lddles- H J 36:33 Ap '18 



Old-fashioned fioiir mill. 

man- 24:207-9 F 23 'IB 

Flowering bush, i 



. Snyder. 11 Bell* 
Freeman. II 



Woman's H C t5:'lS-19 Ap '18 

Color In the gnrden. L. B. Wilder. II Country 
Lite 33:26-40 Mr 'IS 

■■ .*'*^'''!;'? 8"'' flower seed*? 



Flylno 



tl Ap ■! 



1 121;6»4i- 



Focuelng. See Photography— Forifslng 
Economic war foods and war-food production. 

109:398-407 & 



Food— Continued to French: next paok 



specimen Entry from 
Readers' Guide to Periodical Literature 



Food — Continued 
Food cruBftde. T: H. Dicklnaon. Bookm 47: 

^196-8 Ad '18 
War-time pleasurea of the table. H: T. Finck. 
Cent 95:899-904 Ap '18 
Pood, Cost of 
Averting famine. A. C. Laut. New Repub 14: 

254-7 Mr 30 '18 
How food-prices have advanced here and in 
other countries. Lit Difirest 56:126-8 Mr 16 
'18 
Food administration. See United States— Food 

administration 
Food conservation 
Are we really saving? L. Oppen. 11 Good H 66: 

62 F '18 
Dining with the Hoovers. D. Harmon. Ladies' 

H J 35:28 Mr '18 
Food conservation at the source. Ind 98:509 

Mr 30 '18 
Food tight, E: E. Purinton. Ind 93:455 Mr 16 

'18 
No conservation in cantonments? New Repub 

14:145-6 Mr 2 '18 
Somewhere in New England; the chronicle of 
a Hoover recruit in the rural districts. 
House B 43:219-20 Mr '18 
When Mrs Canada eroes to market. J. Airlie. 
II Delin 92:32 Ap '18 
Food distribution 
Averting famine. A. C. Laut. New Repub 14: 
254-7 Mr 30 '18 
Food laws 

Decade of pure food. Sci Am 118:270 Mr 30 '18 
Food supply 
Europe and the food crisis. R of Rs 57:321-2 

Mr '18 
Our hungry enemies. Lit Digest 56:24-5 Mr 16 
•18 

Canada 

Canada and the food problem. H. L. Pang- 
born. OuUook 118:443-4 Mr 20 '18 

Germany 

No Russian food for Germany. Lit Digest 56: 
21-2 Mr 23 '18 

Great Britain 
Short commons. Liv Age 296:757-9 Mr 23 '18 

Russia 

No Russian food for Germany. Lit Digest 56: 

21-2 Mr 23 '18 
Ukrainia's doubtful granary. Bellman 24:232 

Mr 8 'LB 

United SUtet 

Our shrinking dinner-pail. Lit Digest 56:17 
Blr 9 '18 
Foots, John Talntor 

Otto. Am M 85:9-13+ Ap '18 
For my sunny California; story. B. Helmer. 

Overland ns 71:324-8 Ap '18 
Forbes, Allen B. 
Supervislbn of security issues by the United 
States. Nation 106:378-4 Mr 88 '18 
Forbes, Bertie Charles 

Ripley's recipe. Am M 85:28-30 Mr '18 
Foreign banks In the United States. See Banks 
and banking— United States— Foreign banks 
Forests and forestry , . ^ . . ^ 

Woodland development and its by-product of 
fueL H, J. Koehler; F. F. Moon. 11 Country 
Life 83:50-2 Ap '18 
Forging 
Organizing to produce shell forgings. F. B. 
Merriam. 11 Ind Management 55:193-7 Mr '18 
Forster» Charles Hancock 

Henri Bergson. Overland ns 71:358 Ap '18 
Forster, Frank J. 
Gateway to the garden. 11 Touchstone 2:559-63 
Mr '18 

Fort Worth, Texas , «, ,^ t^ ^ . 

City's vast watershed park. W. D. Davis. Am 
City 18:223-4 Mr '18 
Fortification ^ , ,, ^, -« ,^ •* 

German pill box defenses. 11 nius World 29: 
224 Ap '18 
Forum, Open ... - . 

Open forum in Atnerica as a safe-guard 
against revolution. P. S. Grant Cur Opinion 
64:178-3 Mr '18 ^^ , 
Fosdlck. Raymond Blaine 
Fit for flghting--and after. Scrib M 68:416-28 
Ap'18 
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Teaching Sammy the American for morale. 
World OuU 4:7-8 Ap '18 
Foster, Olive Hyde 
What a garden club has done for its com- 
munity. Touchstone 2:600-4 Mr '18 
Foundations, Charitable and educational 
Place of the educational foHndation ih Amer- 
ican education. C. Furst. School and Soc 7: 
364-9 Mr SO '18 
Founders' association. National. See National 

founders' association 
Foundry practice 
Small castings from alloys and scrap metals. 
W. J. May. Sci Am S 85:171 Mr 16 '18 
Four piggy- wigs; story. A. B. Cartlidge. 11 

Woman's H C 45:46 Ap '18 
Fourth dimension 
Fourth dimension. R. Fleming. 11 Sci Am S 
85:188-9 Mr 23 '18 
Fowler, Charles Evan 

Can coal be pumped? Sci Am 118:211 Mr 9 '18 
France 
Spirit of France. C: Whibley. Llv Age 296: 
522-31 Mr 2 '18 

Agriculture 
See Agriculture — ^France 

Industries and resources 

Future of France — and of civilisation. Politi- 
cus. Fortn 109:213-29 F '18 

Population 
See Population — France 

Railroads 
See Railroads — ^France 

Reconstruction 

Restoration of a French village. B. A. Clark. 
House B 43:226 Mr '18 

Yankee peddlers in the Somme; the Smith 
college relief unit at work. R. Gaines. )1 Sur- 
vey 39:594-6 Mr 2 '18 
Franchise. See Suffrage 

Francis, David Rowland 
Portrait. Asia 18:179 Mr '18; World's Work 
35:462 Mr '18 
Frank, Glenn 

General staff for peace. Cent 95:860-4 Ap '18 
Franklin, P. A. S. 

Portrait World's Work 35:463 Mr '18 
Fraser, Andrew Henderson Leith 
Problem before us in India. 19th Cent 83:275- 
86 F '18 
Fraser, Sir John Foster 
How the war transformed England. Cur Hist 
M, N Y Times 7.pt2:509-14 Mr '18 
Frederick II (Frederick the Great), king of 
Prussia _ 

Is Frederick worse than he seems? 11 Lit Di- 
gest 56:32 Mr 9 '18 
Free enterprise. See Laissez-faire 

Freedom of the seas ^ 

England, America and the sea. Liv Age 296: 

696-8 Mr 16 '18 
Freedom of the seas. A. M. Wolfson. Ind 93: 
490 Mr 23 '18 
Freeman, Harry H. , , _^. , 

City manager plan, with proportional repre- 
sentation, for Kalamazoo. Am City 18:248 
Mr '18 
Freeman, Lewis R. See Speranza, Gino, Jt auth. 
Freeman, Mrs Mary Eleanor (Wllklns) 

Flowering bush. Woman's H C 45:18-19 Ap '18 
Freezing of pavements. See Roads— Frost action 

Freight car service . ^ __, 

Principles and practices of car service regula- 
tion. H. E. Byram. Ann Am Acad 76:25-33 

Regulation of car service under govemfhent 
control of operation. J: J. E«sch. Ann Am 
Acad 76:34-41 Mr '18 

Freight vessels ^ ^ ^ ^ „ . 

Pulling the teeth of torpedoes; Hudson Max- 
im's safety freighter. E. T. Bronsdon. 11 diag 
Illus World 29:216-18 Ap U8 

French, William Fleming «. ,^ •a 

Railroading behind the lines, nius World 29: 

219-23 Ap '18 
What Unde Sam thinks of >the specialist lUua 
World 8»:188-91 Ap '18 



Did the first mentioned article written by Hugh Findlay appear in a monthly 
magazine, or in a magazine published more frequently than once a month? 

Who wrote the story entitled "Flowering bush"? Is the article illustrated? 
Is the story entered under the author's name also? 

All articles of importance are entered under both author and subject. Con- 
sult the following articles and tell from the context under what other word, either 
as subject or author, they would again be indexed: 

Article written by Charles Evan Fowler. 

Article under "Flies: Effective method of fly control." 

Article entitled, "Price of safety against fire." 

Consult the article "Finance," and name the countries which appear as sub- 
headings under it. Are these countries in alphabetical order? Are the countries 
under "Food supply" in alphabetical order? Is the arrangement of topics under 
the word "France" alphabetical? What is the first topic? Notice that no 
magazines are given under it, but that the reader is referred to the word 
"Agriculture" as a main topic, and to France as a sub-topic under it.^ Under 
what word should one look for population in France? Under what word are 
articles for railroads listed? 

Many times a subject has subdivisions under both topics and countries. 
In such a case, the topics appear first, in alphabetical order, followed by the 
countries, in alphabetical order. It is important to know this arrangement when 
consulting large subjects. The sub-arrangement under "Education" for ex- 
ample, sometimes requires several pages. The sub-arrangement under "Euro- 
pean war" requires very many pages. 

Sub-entries Under Large Subjects 

The following specimen pages under Railroads are taken from the Readers' 
Guide to illustrate the method of subdividing large topics. Read the title of the 
first article listed under the word Railroads (plural). Directly below this title, 
under ^^see also,'' find and name the first subject under which other magazine 
articles are listed. What is the last of these subjects? After these references, 
the first sub-topic under railroads which is entered in bold face type in the center 
of the column is Accidents. Glance through the corresponding sub-topics and 
notice that they are in alphabetical order. Find the sub-topic Valuations; the 
next sub-topic is a country beginning with A. Countries are given after topics. 
Are countries also arranged alphabetically? Notice that references under United 
States require nearly an entire page. What sub-topic is given under United 
States? 

By consulting the several subdivisions, find the following: 

The volume, page and date for an article in the Scientific American on: 

Growth of railroads in China, 

Fighting snow drifts on the railways. 

Who is the author of an article on Japanese railway welfare work? 

Who wrote an article entitled, Financing the railroads? 
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Hon wiralasa htlpa the morloeri keeplDg nav- 
lEatlon po£t£il Dy moaiu ol the radiometer 
anil the radlorhure. R. A. Lavender. 11 dlalB 
Set Am llB:3tU An 18 '18 
Radlophore 

How nlreleaa helps the mariner: keeDins 
navlKal'in poBted by means of the radibm- 
eter and the radiophare, R. A. L.avender. 
11 dlag Set Am 118:340 Ap 13 '18 
Radlotelearaphy. See Wireless telegraphy 
Radlotelephony. See Wireless telephony 
Radtotherapy 
DlectHclty In medicine; diathermy and radi- 
ography. Sd Am 8 86:30 Jl 13 '1< 
Radium 
Madame Curie and radium. R. J. Strutt Liv 
Age Z9T:Z1T-3 Ap ST '18; Same. Overland na 
71:61-3 Jl 'IS 
Kadtum as the m-eat medical mystery. Cur 
Opinion e4:10S Je 'IS 
Radium or romance. D. !>. Sharp. Allan 1S2:(T- 

7( Jl 'IB 
Raemaekeri, Loula 
Louis Raemaekers. F. Van Smden. 11 Int 
Studio G5:sup8-ll Jl '18 



Rag-tl 



BS. See Hues 



Anwrlcan Influence on modem French music 

8. F. Damon. Dial $6:SS-G As IS '18 
What Is ragUmeT H. Hubbs. Outlook 11S:S4G F 
17 'IS 
Raided) atory. St J: G. Brvlne. Cent a7:US-30 
N~18 

German raiders which put out to sea without 
crews. II Sd Am 11T:3TT N 21 'IT; Same 
Gond. Lit Digest ES;34 Ja 12 '18 
Btt alto Seeadler (raider); Wolf (raider) 
Rail -creep. See Balls 
Ralley, Hilton Howell 

Maklns over men. Ind 93:176 P t 'IS 
Railroad bonds. See Bonds, Railroad 
Railroad commlialoni 
Regional railroad commlsalona: their relation 
to the state commissions and to the inter- 
state commission. J. E. Love. Ann Am Acad 
7S:2&l-6 Mr 'IS 
Railroad employeBs. See Railroada— Employees 
Railroad englneera 
Oreat work o( American railroad men In 
France. II Scrlb H 64:60-70 Jt '18 
Railroad law 



tlve BKencles under federal control. ]_ 
kins. Ann Am Acad 76:121-4 Ifr 'IS 

Railroad elgnals. See Railroads Blgnala 

Railroad tie* 
Better railroad tiei. O. P. U. OOM. U I 
Am 11T:4G8 D IE 'IT 



Mew transcontinental railways, lit Dlseat 68: 
U-G As SI 'IS 

jBm «I«a Dlnlns ears: Electric railroads: 
Frelglit and trel^tase; Locomotlvea: Motor 
tra^ on rails: ship rallroada; Sleeplns 
oan: street railroads 



Om Cmiw; Freight ear aerrlco 



rifylns thi 
B World 2 



lUus \ , — 

Over the Rockies by electricity. J. Aaderoon. 
U St N lB:6G4-6 My '18 



1 Am Acad 7 ._. _. 

Million KOvemment railway t 
399 Ja i '18 

New railroad wage order. Survey 40:614 S 14 
'18 

Railroad labor adJustmenL 0. Tead. PubUo 
21:46-9 Ja 11 '18 

Railroad waseo. Public 21:GZ4-S My 18 '18 

Report of the Railroad wage comralssioa. 
i. H. Parmelee. Am Econ R 8:EG4-9 S 'IS 

Toward democratic control; Mr McAdoo'a ap- 
pointment of W. 8. Carter as director of 
labor In the new railroad administration. 
New Repub 11:163-4 Mr » -18 

War-wasae tor railroad men. Lit DlSCSt 57:11 
My SB 'IS 

When ,ladleg_ learn the ^t of railroading. II 



Equipment and (uppttaa 
Buylns whole railroads and reducing them to 

Junk. Cur Opinion 65:274-6 O '18 
Physical needs of the railways under gtrvem- 

ment control. J. H. Parmelee. Atm An Acad 

76:43-68 Mr 'IS 

Bee ol<o Locomotives 
Finance 
Financing the railroads. A. D. Noyee. Nation 
106:632 liy 25 '18 

"^rnraent control and railway finance. Out- 
Lit 

Proiiiem of ralfroad finance. L. Crlacuolo. Ind 

9S:4S2 S SS 'IS 
Railroad control becomes aelt-mstaintng. Lit 

DIsest 69:73 O 6 '18 
Railroad finance from the standpoint of effi- 
ciency. H. C. Kldd. Sd Monthb' 6:341-G Mr 
'IS 
Recent railroad eamlnss, sross and net, and 
earnlnKS under federal Control. Lit Digest 
56:100^ Mr 30 '18 
Recent railroad failures and reorgaiiluidona, 
1907-17. S. Daggett, map Q J Beon )2:446-H 
My '18 
TlUdng the railroads out of Wall Street. R. L. 
Bamum. Nation la6:64S-G Je 1 '18 
.8tt also Railroads— Rates; Rallroada— Se- 
curities; Railroads — Valuation 
Freight 
See Freight and freightage 

Qovemment ownership 
Bee Railroads and state 

Sm RftUroad law 



Rate* 

Higher rates anil net railroad reveana. Lit 

Digest 6I:6t-E Je S9 '18 
How cotUd natlonallxatlon of rate regolBtlon 

best be aeoompllshedT M. S. Decker. Ann 

Am Acnd T6:229-SS Mr '18 
Legal tjueatlons Involved in nntlonalizatlon of 

rate reeulatlon. W: E. Lamb, Ann Am Acad 

Tl!:339-61 Mr 'IB 
Necesalty for eictuslve federal control over 

slate and Interstate rates. B. I, Blob. Ann 

Am Acad T6:214-S8 Mr '18 
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Railroads— Rates — Continued 
Point now reached in the federal regulation 

of intrastate rates. J. A. Little. Ann Am 

Acad 76:202-18 Mr '18 
Problem of the transcontinental rate structure. 

P. D. Converse. J Pol Boon 26:291-301 Mr 

•18 
Railroad rates and wa«es. J Pol Eoon 26: 

748-9 Jl '18 

Regulation 
Bee Railroads and state 

Securities 

Adjustment of labor's demands during federal 
control of railroad operation. O. K Plumb. 
Ann Am Acad 76:59-69 Mr '18 

As to the pendulum's return swing in rails 
after the war. Lit Digest 57:106-8 Ap 18 '18 

Better day for railroad stockholders. Lit Di- 
gest 68:82-4 Jl 13 '18 

Desirable scone and method of federal regu- 
lation of railroad securities. M. Thelen. Ann 
Am Acad 76:191-201 Mr '18 

Dividends and savings of railroads under 
government controL Lit Digest 66:78 Ja 19 

Few foreign holdings now of American rail 
securities. Lit Digest 56:69 Ja 6 '18 

Future of railroad stocks. L. Criscuolo. Ind 
93:214-15 F 2 '18 

Government operation of American railroads. 
C. Thorne. Ann Am Acad 76:84-110 Mr '18 

Railroad earnings now heavy. Lit Digest 59: 
92-4 N 9 '18 

Railroad security issues under government 
operation. T: Conway, jr. Ann Am Acad 76: 
111-20 Mr '18 

Railway dividends under government control. 
Lit Digest 56:97 F 9 '18 

Reorganized railway. Outlook 120:78 S 11 '18 

State regulation of the securities of railroads 
and public service companies. M. L. Bar- 
ron. Ann Am Acad 76:167-90 Mr '18 

Who owns the railroads of the United States? 
Cur Opinion 64:139 F '18 

Bee aUo Bonds, Railroad; Railroads— Valu- 
ation 

Signals 

Clear track ahead for Uncle Sam. R: West. 

il lUus World 28:824-5 F '18 
Position-light signals for railroad service. 

A. H. Rudd. Sci Am S 86:139 Ag 81 '18 
Price of forgetfulness. Lit Digest 68:20 Ag 24 

'18 

Snow protection and removal 

Concrete snowsheds of novel design. 11 Sci 

Am 118:69 Ja 12 '18 
Fighting snow drifts on the railways. 11 Sci 

Am a 86:164 Mr 16 '18 
Trees to keep the snow back. 11 Lit Digest 66: 

31-2 Mr 18 '18 

Bee aileo Windbreaks 

Standards 

Standardisation of freight cars and locomo- 
tives. W. O. McAdoo, Sci Am S 86:261 O 26 
•18 

Statistics 

Documents and statistics pertinent to current 
railroad problems. C. H. Crennan and W. B. 
Warrington. Ann Am Acad 76:282-304 Mr '18 

Ticket offices 
Union ticket office. Sol Am 118:612 Je 1 18 

Ties 

Bee Railroad ties 

Track 

Longitudinal sleepers for railways and tram- 
ways. 11 plans ^ Am S 86:172 Mr 16 '18 

Valuation 

Federal valuation of railroads In relation to a 
definite policy of national rallwav control; 
with discussion. J: Bauer. Am JBcon R 8: 
SUP118-40 Mr '18 

Has the importance of federal valuation of 
railroads been increased or lessened by fed- 
eral control of operation? H. B. WhaUng. 
Ann Am Acad 78:225-10 Mr '18 



Africa 

Steam train. World OuU 4:21 F '18 

Bee aleo Cape-to-Cairo railway; Katanga 
railway 

Asia 

New route to India. Ind 93:479 Mr 28 '18 

Bee aieo Bagdad railway 

Australia 

Australia's first transcontinental railroad, il 

map Sci Am 118:212-18 Mr 9 '18 
Miles of railway through waterless country. 

il Sci Am 117:497 D 29 '17 
Railway built through a thousand waterless 

miles, map Ut Digest 67:21-2 My 18 '18 

Bolivia 

Finishing the Oruro-Cochabamba railway line. 
W: Henderson. 11 Pan Am M 26:236-9 Mr '18 

Brazil 

On the rainbow route In the Andes. W. W. 
Rasor. map Pan Am M 27:328-9 O '18 

China 

Growth of railroads in China. 11 Sci Am 118: 
846 Ap 18 '18 

Europe 

Bordeaux-Odessa vs. Berlin- Bagdad, map 
World's Work 35:388-90 F '18 

France 

French railroads and American engineers, il 

Lit Digest 59:23-4 N 16 *18 
Some aspects of Ftench railway war finance^ 

S. E. Howard. Q J Bcon 82:809-82 F '18 

Qermany 

German railways in war-times. Lit Digest 66: 
133-4 Mr 16 '18 

Great Britain 

Past and future of railways. J. H. Balfour- 
Browne. 19th Cent 83:619-86 Mr '18 

Bee aleo Railroads and state — Great Brit- 
ain 

Japan 

Japanese railway welfare work. S. Noda. 
Survey 89:544 F 16 '18 

Mexico 

British railways in Mezica LIv Age 296:381 

F 9 '18 
Condition of Mexican railways. Pan Am M 

28:46-8 N '18 

Netherianda 

Dutch-German railways and their algnifl- 
cance. D. C. Boulger. 19th Cent 88:1116-24 
Je '18 

Paraguay 

Paraguay central railway; an up-to-date line 
in the heart of South America, map Pan Am 
M 27:816-17 O '18 

Persia 

Between the Tigris and the Indus. T: H. 
Holdich. Sd Am S 84:394-6 D 22 '17 

Russia 

Russian railroads are not so crippled as has 
been represented. Cur Opinion 64:222-4 Mr 

'18 

Bee cleo Murman railway 

United SUtea 

Future of railroads. L. Criscuolo. Ind 98:632-8 
Mr 80 '18 

Old-time government controL H: Hazlitt. Na- 
tion 106:99-100 Ja 24 '18 

1,300 miles of railroad junked. Lit Digest 66: 
24 Ja 19 '18 

Recent railroad failures and reorganizations, 
1907-17. S. Daggett, map Q J Boon 32:446-86 
My '18 

Responsibility for railway chaoa. T. "^^ ^"ws*. 
Metre. N«v Bs^^ WAJV-ISi ^^ V^^^ ^^ 

•1% 
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Railroads and state— United States 



Federal coatrol of railroads In war time. M. 

Thelen. Ann Am Acad 78:14-34 Mr 'IS 
Problems of military transportation. W: Q. 

Carter. No Am a07:Bi-« Ja '18 
Time tables and garden truck. U 0«rd U IB: 

24 As '18 
Bee oIm Railroads and (Ut«— United Statu 

^^jOTenunent regulation 
Rariroadi, Military 

Leaming to run a railroad In the dark. Lit 

Digest hi-Ao O is '18 



its for private ownership and gov- 
it operation of transportation facili- 
ties. D. F. Wilcox. Ann Am Acad 76:70-83 

Mr 'IS 
Superalitlon of the state. C. S. Jones. LIT 

Age ZaS:4S7.8 Ag 24 "IS 
World's railways as owned, or _, , 

govermnentH. Lit Digest 66:112 D 29 'IT 

Btt atio Public ntllltle*— Befutatton 



Rallro 
Prei 



imed. by 



Canada to run her own railways. Lit Digest 
69:20-1 O 6 '18 

France 

Some aspects ta Prench rallwar war flnance. 

8. B. Howard. Q J Bcon 32J0)-S2 F 'It 

Great Britain 

British railways during and after the war. 

S. Brooks. No Am 207:l»e-2a8 F 'IB 
How atockholders fare when a government 
manages their railway*. Lit Digest 66:E«-S 

Ui 

Can the railways 

Frederick. Public 21:1462-4 N ED '18 

Failures and possibilities In railroad regula- 
tion. T. W. Van Metre. Ann Am Acad 76: 
1-lS Mr '18 

Federal valuation of raltroada In relation to a 
definite policy of national railway coatrol: 
with dlBcusHlon. J: Bauer. Am Ek:on R 8: 
supllS-40 Mr 'IS 

Ckivemment and the rallroada. L. Orahame. 
Pan Am M 16:94-6 D '17 

Oovemment and the railways. Hatlon 106: 

(S6-T D IS 'IT 
Oovernroent and the rallwaya. Outlook IIT: 

*T4-S D U 'IT 
Oovemment ownerahip of railroads. World's 

Work SE:476-t Mr 'IB 
Oovemment ownership of railroads. S. BelL 

Outlook 118:341-4 F 17 '18 
Bow could natlonalliatlon of rate regulation 



R. L. Banium. Nation 10B:0T0 D 13 'IT 
Distead of public ownership. A. Johnson. New 

It«pub 14:I4C-T Ap ID '18^ 
ta the (avemment competent to run the rail- 

road«> Ut Digest e^T-8 D ta 'II 
II tJncle Sam to keep the railroads? D. W11- 



... .1. Ann Am Acad 

fi:=3a-51 Mr '18 

;e3Bily for eiclufllva feder.il control over 

tato and Interstate rales, i:. J. Rich. Ann 



"T^'IB 

"45-67 1 

One naUon; one railroad. Ind 91:4(7 D 8 '17 

Paving the way for public ownership of rail- 
ways. C. D. Thompson. Public 11:1408-10 
N le '18 

Railroad ortaU, U Crlseuolo. Ind N:44-|- Ja 
t 'IB 

AsOnMtf ertalM. O. Tead. N«w B«ikiI> U:ltt-< 

O I 'IT 



BallrOBds. T. H. Price. Outlook I17:<18-t D 

2« '17 
Rallro;td8 and the grivemment C: F, Spears. 

R oi lis 57:71-6 Ja '18 
Railroads and the new democracy. P. C. 

Howe. Public 31:14-17 Ja 4 'IS 
Rallw^s and government Intervention. T: F, 

Woodlock. Nation 105:686-7 D 20 'IT 
Railways In peace and war. S: O. Dunn. Tale 

R n s 7:2G2-81 Ja '18 
Reconstituting railroad regulation. Q: A. Post. 

Ann Am Acad T«:139-41 Mr '18 
Solving the railroad problem. World's Work 

36:234 Ja '18 
Suggested plan for perroanent governmental 

_,_.__ ,, „„ — ^ operatron after the 

..-.. in Am Acad 78:143-68 

To run thirty-eight railroads as one. Lit In- 
gest 66:]}-20 S S '17 

8re alto Interstate commerce 
Qovanmant opsralloM 
Control of railroads after the war. H: A. Pal- 
mer. Ann Am Acad 76:131-S Mr 'IB 
Director general's problems. World's Work 



Thelen. An'nAm Aiad T8T)4-34"Mr "l8 " 
First steps In government operation. OutlMk 

^i IS 'IB 

jt i'.nd the railroad 
1 M 26:220-1 F '18 



_l Ag 7. _ . „ 

Oovemment control and railway finance. 

Outlook 118:71 Ja 9 '18 
Government control of railroads. J Pol Bicon 

36:91-1. 411-lS Ja. Ap 'IS 
Oovernment control at railroads. Puldlc 11: 

1280-1 O 6 '18 
Government control of transportation. J Pol 

Eeon 26:307-9 Mr '18 
Government forced to take the raitroada. Lit 

Digest 68:7-8 Ja 6 '18 
Oovemmefit operation. R. L, Bamum. Nation 

108:72-3 Ja 17 '18 
Oovemment operation of American rallroada, 

" '*"-orne. Ann Am y — •—-■--- -- --' 

.. .13:10 St 2 'IS 

Oovernment operation of the railways: has It 
come to BtayT T. H. Price. Outlook 111: 
101-7 Ja 18^18 

Lo! the poor passenger. Bellman 14:119 F 1 
■IB 

Making the most of railway control. New Re- 
pub 13:198-300 Ja 11 '18 

Million government railway men. Survey 39: 
'II Ja G '18 

-' control or ntllltlea. Ind 9S:> Ja 6 

. Outlook 11I:6U-1D Ap t 

No" free transportation. Ind e3:I8T-S F 1 'IS 
Our railroads under government rantrol. 

R. V. Wright. World's Wtork S6J9S-7 Jl ']8 
Problem of railroad finance, t.. Crlseuolo. Ind 

36:431 S 38 'IS 
Publicity and the railroads. PubUc ll:T»-4 

Je 22 '18 

Putting CO 

JalT'l! 
Railroad administration to date. W. Weyl. 

New Repub 17:48-4 N 9 '18 
Railroad contract. R. L. Bamum. Nation lOT: 

78 Jl M '18 
Rallroeui control becomes self-sustaining. Ut 

Digest 69:79 O G 'IS 



'IS 
Now railway ' 






. PnbUe n:7S-a 



Railroad security issnea under government 

(Hteratlon. T: Conway, Jr. Ann Am Acad TBi 

111-M Mr '18 
Railroads after the war. Worid's Work IE: 

474-6 Mr 'IS 
Railroads under government control. Cur 

Hist H. N T Times 7,ptt:148-Bl F '18 
Railroads nndsr government contrti. IL I« 

Barnaul. iM.am iM-.«s-ia Ur u 'u 



Under United States, sub-topic Gaverntnent operation, the titles of the articles 
are arranged with reference to the first word in the title. Give the name of the 
magazine which contains an article entitled, Making the most of government 
control. Who wrote the article, Railroad contract? 

Name the two volumes of the Outlook which should be consulted for the 
complete article entitled, Government as railway manager. 

Three Other Periodical Indeies of the 
Wllaon Company 

If the plan upon which the Readers' guide is issued is thoroughly understood, 
it is a very simple matter to use all other indexes to periodical literature, even 
though the details of arrangement may differ slightly. Read the headings 
of the three periodical indexes mentioned below, and from the titles try to 
realize the field which each one covers. 

Agricuiturai Index. 

Readers' Guide to PeriodiaU Literature Supplement. 

Industrial Arts Index. 

Which of the three indexes mentioned above would it be best to consult for 
articles on "Milk"? 

Which one supplements, but does not duplicate, the Readers' Guide? 

Which one would give the best references for "bridges"? 
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Miscellaneous Publications of the Wilson Company 
958-964 University Ave., New York 

The publications of the Wilson Company which are listed below are not, 
strictly speaking, periodical indexes. However, as they are published by the 
firm which issues most of the magazine indexes, and as they are very valuable 
for reference work, they are given in this connection. They may be omitted, 
if desirable. 

Children's catalogue: list of 3000 books; arranged by author, title, subject, 
grades indicated. 

Index to short stories (1 volume). 

Index to St. Nicholas (2 volumes). 

Public affairs information service (weekly; indexing out-of-the-way articles). 

Cumulative book index (bi-monthly). 

United States catalogue of books in print: arranged by author, subject, title: 
(2 large volumes). 

Debaters' handbook series (20 volumes). 

Book review digest (monthly). 

Index to legal periodicals (quarterly). 

Annual Magazine — Subject Index 

The Boston Book Company publishes an annual index to magazines and 
social publications of general interest, but does not duplicate, to any extent, the 
publications of the Wilson Company. This index is entitled : ''Annual Magazine 
— Subject Index." It includes many English magazines, and makes a special 
feature of dramatic literature. 

Engineering Index 

The Engineering magazine gives, in each issue, a very valuable index to 
magazine articles on engineering subjects. These separate indexes are cumulated 
for the year under the title : "Engineering index." 

Individual Magazine Indexes 

Most publishers of magazines issue an index of the articles which have 
appeared in their own publications. 

International Military Digest 

This publication gives brief extracts or summaries of articles in periodicals 
which bear on military subjects. The topics, which are entered in alphabetical 
order, give a monthly review of the current literature of military science. Cumu- 
lated annually. Edited at West Point, and published at 241 West 37th Street, 
New York. 
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Suggestions on Debating 

The fact that valuable mental training is gained through debating is so general- 
ly recognized by educators that high schools, colleges and universities encourage 
the formation of local debating teams and the custom of interscholastic debates, 
as they encourage interscholastic athletic contests for the sake of physical develop- 
ment. 

A debater must train himself to think accurately and fairly on all sides of the 
question debated, both for the sake of carrying his own points and to enable him 
better to anticipate arguments which may be used by his opponents: he should 
know how to find the material which bears on his subject, and how to organize it 
well: he should be able to present his arguments clearly and forcefully, and in an 
attractive manner. Work of this character calls for thought of a high order, and 
is therefore of great educational value. 

A debate can be neither interesting, nor fair, nor worthy of time and thought 
unless it is upon a subject which admits of opposing view-points. If some live 
subject is chosen which discusses the welfare of society, either in a local or in a 
general sense, the interest of an audience would be insured, and the debaters' 
sympathies enlarged, which would more than compensate for the time and thought 
put upon the question. 

Finding Material for Debates 

One of the best guides for the general subject of debating comes in iheDebaters* 
Handbook Series, published by the H. W. Wilson Company, and is entitled 

Debaters* Manual 

This book covers the following points: 

How to prepare a debate. 

Debating societies: their organisation and management. 
List of selected books on debating and public speaking. 
Debating organizations in the United States. 
Suggested subjects for debates. 

Many other books have been published which list subjects that are suitable 
for debates, together with a brief outline of arguments on both sides, and refer- 
ences for detailed study. Many of these books reprint debates which have been 
given on the subjects, or articles in magazines and pamphlets which bear upon 
the subjects. The most noteworthy of such books in the 

Debaters* Handbook Series 

This series consists of about twenty volumes, each volume being devoted to 
some one topic. An introduction, reprinted articles on both sides of the question, 
and references for detailed study are the features which are thoroughly and at- 
tractively given in each volume upon the subject which that volume presents. 
However, a careful debater will not be content with a prepared brief only, but 
will also do independent research work for himself. He will realize that his 
opponent can have access to the same brief that he has^ access to, and can thus 
be prepared to meet any arguments which are there suggested or outlined. 
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Such books are intended to stimulate independent thought, not to stifle it; other- 
wise a debate becomes little more than a recitation. 

Any one who will use the magazine indexes freely and intelligently can find 
references on almost any live subject. A card catalogue will often guide one to 
books on the general subject. Conversation upon the subject is an excellent 
quickener; but reflection and a sympathetic clear grasp of both sides of the 
question are the best assets for original forceful work. 

Package Libraries for Debaters 

Clippings from books, pamphlets, government publications, bulletins and 
magazines on many debatable subjects can be purchased, or rented for a low rate, 
from the H. W. Wilson Package Library, 958-964 University Ave., New York. 

Many state universities maintain package libraries for the debating societies 
in their respective states, and circulate them through their university extension 
departments. Usually these packages can be borrowed, under guarantee of 
safe return and postage, by any society in the state which is giving an important 
debate or public discussion. The following state universities maintain a package 
debating library: 

Arkansas 

California 

Colorado 

Idaho 

Indiana 

Iowa 

Kansas 

Local public libraries frequently prepare packages of clippings for debating 
societies in their localities. 

The Carnegie Library of Pittsburgh has issued an inexpensive index, 
supplements, which list many subjects for debate, indicating in what ,..•!». 
briefs or references on the subjects can be found. 



Michigan 


Oregon 


Minnesota 


South Dakota 


Missouri 


Texas 


Nebraska 


Utah 


North Carolina 


Virginia 


North Dakota 


Washington 


Oklahoma 


Wisconsin 
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Questions for 
Periodical Literature 

Student's name Per cent 



Teacher's name Hour Recifcinp Date 



Have you read the directions on the back of this cover? Answor yes or no. - 

s 

1 — With what year docs the Readers' guide to periodical literature begin? / ^ •^ £ 

ll:w frequently thereafter are the large volumes issued? ^ ^ 

a 

9 

2 — AVTiiit word is used t«> indicate thai monthly and yearly issues are gathered together in one .SS 
alphabet at regular intervals? Cw^»^ . 

3 — Indicate, belnw each month, the number of months which that issue of the Readers' guide 

includes: ^ 

Januarj-; v February ;3- March ;'^ April; I May; *• June; ^ -a . 

July; I August; > September; ^■. Oct<iber; •' November;**-- December. ; a^.g. ' 

4 — The following entry is taken from the Readers* guide: S 






• » 



b. Magazines relating to agricultural subjects? 

c. Magazines intended to supplement those in the Readers' guide? 

— Selections from what important publications, which do not appear in magazine form, are 
made by the Wilson Company for their indexes to current periodical literature? 

10 — Portraits which appeared in magazines arc indexed: 

a. Where before 1900? 

b. Wlierc after 1900? 



John Muir in his laboratory — Alaska. S. H. ^ 

Young, il por World Outl 4:6-7 My '18 ^ 

a. What two words indicate the name of the magazine? 

b. Where, in the Readers' guide, could the full name of the magazine be found? 

c. In what volume of "World Outl" does the article appear? 

d. The article begins on what page? Ends on what page? 

CO 

e. Wluit does "il" mean? What does "por" mean? != 

f. In what month of what year was the article published? ci 

g. When the day of a month is given in a reference, does the magazine publish one or ^ 

more than one issue per month? ^ 

h. Under what words in the Guide would the article be indexed? '^ 

6 — When lar^^e subjects are subdivided in the Guide under both topics and countries, itre coun- * 

tries arranged in alphabetical ordor before or after ti)pics? .c 

6 — What magazine index includes magazines published from, practically, 1800-1900? c 

E 

a.' 

7 — Name a monthly publication which gives a digest of current topics on military science. ^ 

•C 
8 — Which i.i the Wlls<>n publications indexes: £ 

a. Magazines devoted especially to industrial and trade interests? £ 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ''Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or six 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 

2— :New Standard Dictionary 

3 — Encyclopaedias 

4 — Parts of a book 

5 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — Indexes to periodical literature; debates 

9 — Year-books 
10 — Commercial indexes 
11 — ^Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative e;camples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 
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Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either by the class or by the one who conducts it. As the reading of the 
text proceeds, it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The foUowing p€uragraphs are taken from the 
Forewin-d of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
"Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — ^No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 
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Year-books and Almanacs 

It is always difficult to find information on current or recent events. News- 
paper articles are unsatisfactory, scattered, and not well adapted for permanent 
reference work. The best provision made for information on recent topics comes 
in the form of year-books and magazines. The wide range of subjects included 
in year-books is seldom fully realized. 

The date on the backs of year-books is frequently one year in advance of 
the year for which the dates are recorded. 

The World Almanac 

The following specimen pages are taken from the World almanac. This 
almanac is a year-book so practical for ready reference and so reasonable in price 
that it should be not only in all libraries, but also in homes as well. It is printed 
on cheap paper, in exceedingly fine type, and contains many advertisements, 
which account for its low price. There are very few books of any kind which 
have as large a sale as does the World almanac. 

General Index: World Almanac 

The first specimen page inserted is taken from the general index, under the 
letters "G," "H," and "I." The index appears at the front of the book, just 
after the colored pages containing the advertisements, instead of at the back, 
which is the usual place for an index. To gain an idea of the range of subjects 
treated, consult the sample page of the index and give the pages on which the 
following information could be found: 

1. Fuel administrators. 

2. Insignia rankings in Army and Navy. 

3. Holidays which are legal in United States. 

4. Cost of Royal Family in Great Britain. 

5. War loans of Great Britain. 

6. Officers of Industrial Workers of the World. 

7. Price of Hay. 

8. Number of members in British House of Commons. 

9. Game laws of United States. 

10. The volume for what year contains a list of impeached ^"^^stc^l^t^ 



Specimen Entry 

from the Index to the 

World Almanac 
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Five specimen pages from the World almanac for 1918 follow in their successive 
order, 369, 590, 617, 621, 767. Consult the respective pages as referred to in the 
paragraphs below to become familiar with the method of entering corresponding 
information in the issue of any other year. Of course, when the special informa- 
tion given in these pages is subject to change it may not apply to other years. 

Officers of Prominent OrganbttiHons: World Almanac 

One valuable feature of this almanac is that it gives the officers of almost any 
organization which is of national interest, together with their official addresses. 
Page 369 is reproduced to show the officers of the National Council of Boy Scouts. 
Consult the page and tell: 

1. Who is first Honorary President of the National Council of Boy Scouts? 

2. Who is President, and what is his official address? 

3. Who is National Scout commissioner, and what is his official address? 

4. Who is President of the American Sociological Society (given near the 
bottom of the page), and what is his official address? 

Motor Car Laws: World Almanac 

Page 590 of the World almanac is also reproduced. This page begins the 
list of the motor car laws of the various states. Glance over the headings of the 
columns. 

Give the speed limit for built up sections in Arizona. 

Read all regulations under ''speed and lights" for Connecticut. 

Educational Statistics: World Almanac 

Page 617 gives statistics of the common schools of the United States. Con- 
sult the reproduction of the page and tell whether the states are arranged in 
alphabetical order, or according to geographical position. 

Is the summary of the United States as a whole given at the bottom, or at 
the top of the table? 

Give the numbers for the general summary for the United States, as they 
appear under the columns headed as follows: 

Pupils enrolled. 

Whole number of teachers. 

Total amount expended for schools. 

Cost per capita of average attendance. (Per capita means per person.) 

Universities and Colleges: World Almanac 

Consult page 621, also reproduced, and give the following: 
Location of Butler College; 
President of Butler College; 

Number of students in attendance at the Agricultural College of Utah; 
Number of instructors in Baylor University. 
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Governors of States: World Abnanac 

Consult page 767, which lists the governors of the states, notice the head- 
ings of the columns, and give: 

1. The state which pays the largest salary to her governor. 

a. The governor of this state when this table was prepared. 

b. The length of the governor's term of office for this state. 

2. The state which elects a governor for one year at a time. 

3. The state which elects her governor for five years. 

4. The governor of Virginia when this table was prepared. Tell whether 
he was a Democrat or a Republican by the letter which follows his name. 

Consult the lower part of the page, and give the salary per diem (i. e., per 
day) for the members of the legislature of: 

Georgia; Alaska: Alabama; Kentucky. 



specimen Entry 
from page 369 of the World Almanac 
IlluBtrating Offices of Organizations 

The American Sociological Society. 

wAMBg or NEW PEarBOTKita AtmoPMCKP-owwuMit. 

Ueul. Hiub w. Mi^K« <m hlUed wnilc iHutlnx ui utuk on uie Ccwin (o 
Rnr-AdmJnl Lawls AttHehl Elmtwrly took out In mtas tnmUiiBa on Uu MlHlrtiijil i 

Cum. Objtso Lliilo. M Comnmailer ot Ote WioOirop In 1771, oaptinwl ■nsml BrIIMi naa 
CDinmuidliii IhE rrlftlo Biwod. be emRureil tbp Fmii:b Bhlp La Ber««B kfur & nnurkiME a 

MlilaUplun JmcpJi ijrMl iDlunUHHl bli scrvlr™ Maiim TripoUiMi ^Iw bi Uw lurbot 
uid m* prbnwud lo AeUiii-Umniiun br Coounadm Pretile. Be vu ibMid ilit IntnpU 

UUAlomin Juui Bolls' B hHU ii aw ooBUBUHliid Uie Aap. ■ scliooHr, la itafiaar el CbwwMke 
IB Uw Wur Dl ISU. AtHr bntlBi oSiline BrUtali shlpa. tbt itit icu atUcted ud bowded. ud 
^iiMii.i. BtaDuniaT wia killed wMH otlD IwUUi* till p«t. 

' Bwi-^aiDlril SUia OorUD Bcrliialiaiii took wtt la Un wir wJUi ihe ISMtu* powm ud Uh 

<t ttoBj In Ibe WeM IBdln; In ih» Muieu V^ eommudeil the U, H. B. dlflo: ud u On 
tbaAltulila Bquadnn In Uie CItU War eiuilkgil Foru B>tl<TU urn Uvk. 

Rar-AdBUnl ConuUio EluiDUee BtnbUDg ma SupstntoideDt at iba Unltad Buua Naval Academ* 
-taVD lUl to lua and BouniuKled tbe Epit OuU MDotadioi eqiteitnia In Uw OtU Wai. 

CapL Lmben WIOkM ni in [lie RmiUiUDDary War. Captain ol tbs BaMial. wUBb Uilp captma 
]a V^&ii lOaia!^ lot oo y com t e na 

CodUDOdDH wmiain Wlsier M«Kean roRimanded (lie Nteiiinu wuea m IBM tiumorted tbe OiM 
IILHiiiii Bmbaiiy haaie rrom tne Uoltcil aula. Be wu until lEwi In mauaand ol tbe Ban OoU bloekad- 

^CapL SHli Bardliu. BS ConunMidtf ol tne btlttntlne Defenie. ainind aeren BrltWi reaMii In tbIM 

iT.1 nnn^ Mc>If1u pElifni KntA ID t)ie PanlAc Hiiuiirlnni duitaa tbe Meikan War. la 
JaelDto end baard«) [lie urltlab venel ttedi wUn It wia eaptund with Dw Cod- 

oed for tvD ffollnnt ampTTB. Gapt. AJeiandef Murrmr dorlnf the BarMuUODarr 



THI BOY SOOUTS OF AMimOA. 

AW aaUve mmnalrn. Id tbe Iniatet of tbe prodaOJOD aait aoBavntldo ol 

MTe wtKted m tanna and b icrlniltoral eanw. dnrtoa tta iWQn, and wwct« ataii tlii_ , 

■ada of ama baTs bes jdanied br Senuia. ^nie Bor BeonU tartlaliiatail la Uw Otn Ubtttr Loan, vwt- 
taf IK.MO bone* and aHinliB ■U.MM'ia nbeertpUoBB. Tbar alas get mtaaarlptlqna lor tlw eeeoDd louk 
TSa Seinia are partliiliiaUnc& Red Cnaa anlTmia, aMUaaa mnainMi and utUa part In Uu varioiH 
atualni Mtf aaU«ttlB>5llM Bed Cni*L Tbe Unl Bw^eont onanLBUoai wltUn a ladtua ol SO rnUai 
•I^B Adaalle Oiilt and Uw JMUe Ooaat an ready nr_^medlaMntvlBM la eaat tbe OoaM Onard ti dmm 

TIiB Boy Seouia oC Anurtea ma btannxnled VMtnan' 8, ISIO, and dim a Federal dianv imeea- 
M tba nuw mUnna. bMlM« bMlnl*, et^ Jon* lA,lBf(l. It bai aa In HoaonryPrtakdMit tSa Hon. 
Wosdnnr wnna. fiii^nml of tbe onliad natea, and Bon. WWaa B. Tmtt, Col. TliaodOTe HooaeTell. 
■ad DaaW O attar Bia rd ai Ua^UuniT Vto»?r«ld^. AwbiHd Willi IbM^^twoval uul^ 

M In Iba work. Tbe Beoula an omnUM tn salKiM aadtSsiia. Bmi bora eoonnoM 
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Specimen Entry 

from page 590 of the World Almanac 

lUuBtratlng Motor Car LawB 



Motor Car Laws qf the Variout States. 
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specimen Entry 
from page 617 of the World Almanac 
IlluBtratlnft Statistics of Education 

SttUiatica of Education — Continued. 




Specimen Entry 

from page 621 of the World Almanac 

Illustrating List of Universities 

UniversitUa atid Colleges of Ote United States. 
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specimen Entry 

firom page 767 of the World Almanac 

Illustrating List of Governors 



Pay and Tervu of Membera of Legislaiures. 
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The Who's Who Series 

An important series of year-books known as the ** Who's Who" series is 
published, giving brief information regarding prominent living people, including 
their addresses. Two very important ones are: 

Who*8 Who (A person prominent anywhere in the world). 
Who*8 Who In America. 

Other books of the series are confined to persons prominent in certain kinds 
of work, or in certain localities, such as: 

a. Who*8 who In finance. 

b. Who*8 who In science. 

c. Who*8 who in music. 

d. Who*8 who on the stage. 

e. Woman's who's who in America. 

f . Who's who in different reli^ous denominations. 

g. Who's who or year-book for many localities, countries, states, cities, profes- 
sions, and for other purposes. 

h. "The Dau's Blue books," issued for different cities, ^ve a list of persons promi- 
nent in social life, thus forming a kind of local "Who's who." 

The specimen pages from ''Who's who in America" which follow, will serve 
to give an illustration of the plan upon which most of the ''Who's who" books 
are arranged. The name selected is Henry Ford, the automobile manufacturer. 
The sketch of a person's life in any of the Who's who series is short, and is greatly 
condensed by using many abbreviations, such as: "b" for "bom;" "m" for "mar- 
ried;" "ed" for "educated;" "s" for "son;" "d"for"daughter;""e.d." for "eldest 
daughter." Read the article, guessing at as many of the abbreviations as pos- 
sible. Whenever a book uses special abbreviations, an alphabetical list of them, 
followed by their meanings, appears in the front of the book. Notice that the 
address of Henry Ford is given at the end of the sketch of his life. This is an 
important feature in all "Who's who" books. 

At the back of "Who's who in America," a "Geographical Division" is given 
which classifies all names in the book under state and city. This enables one to 
find who are especially prominent in certain localities. Consult the specimen 
page from Michigan, and name a prominent person in Au Sable, giving the page 
ni the book on which a sketch of his life would be found. Who is the most 
prominent man in Big Rapids, and what office has he held? Name a publisher 
living at Birmingham. 
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A Specimen Entry 

from 

Who's Who In America 



Am. BlBt, JkMm., Am. FoUt. Science Awn., 
UlH. Valley Ulat. Ann.. Ptil Beta Kappa, 
Tlieta DelM ChL Olubt: City (Chlcugol; dam- 
pua (UiDneapolla). AMIuit: Hauoier and PruB- 
■U, IWX CifiditoT Uaken or Uodero Ger- 
maitr. Contbr to lilit. periodicals. Addreu: 
UnlTerdt; of Ulmi., Uinneapalia. 

FOHD, Henry, aatomoblle mfr.; b. Grpenfleld, 
Ulcb., Julv 20. WSi; i. WilllaiD Bad Mar; (Liio- 
EOt) i\: ed. dlst. scb., Grrenncid: m. Clnra J. 
brrnnt, of UrevnSclC^ Apr. 11, 1)«SS. LearDcil 
macblDisl'B trade; lu Detroit aluce iXgl; viM 
cblef trngt. Edliujn lllumlQatlne Co, ; organUcr, 
1W3. and pr.'s. Ford Molor Co. ilufEi^Bt mfr. 
ot antomoWLea In tbe world, emploTlng over 
2000) perHOae; turns out ovrr 2.0Oa automo- 
blies a flay). Anoauoced Jao,, 1914, plan of 
proBt-Htiarliig IdvoItIqe diBlrlliiilloD ol flO,- 
m.W> aaouoltr to emprayi^i^B. Mem. Boc. Aulo- 
luoblle EOKra., UotrolE lid. ot CDiiiniurt'i>. Ma- 
BSD. Ctuba: Detroit, BaukerB', Di'lrolt Atti- 
li-tlc, Fellowcrnlt. Counlrj. nfoomflfld lllili 
Coimtr]', DelroK QoK, Detroit Boat, Wolrerlne 
Aulo. Automobile of America. Cbartered ablp, 
and at own eipense conducted parly lo Europe, 
IvuYlDK New York Dec. 4, ISlo; with object of 
orftnalilDB a conf. of pence advoL'stea to Influ- 
ence belligerent Ravts. to end tbe war; returned 
bomu after reacblag Cbrlsllaula, Norway, but 
memberB of the party proci-edcd lo Stnckbolm, 
Hwedea.and Cope nba gen, Denmark, and through 
Germany to Tbe Hague, cllecllng an orgn, rep- 
reseoted abroad by a spl. committee. Home: 
Dearborn, Mlcb. djjlcc.- Woodward At.. Btgh- 
iBDd Park (Detroit). Ulcb. 

roRD, Bearr Joaca, oolTerslty proL ! h. at 
Baltlmon, Anc. K, UBI; a. FMOkliA asd Ad- 
Dle Blliabetli (JooM) v.; irad. Baltimore Cin 
Coll., ISA Editorial writer, Baltlmon Ameri- 
can, VSIt; has been dty editor Baltimore Bun; 
niks. Mlltor Baltimore Amerlcati, 18TG-9i edl- 
torfal writer New Xork Sun, UT9-gt: on atall 
Baltlmora Son, ISSS-E; mne. editor PlttBbargb 
Commerelml Qaaette, lS8B-(6: mng. editor ritta- 
borgb Chronicle TeleErapb, iSs-lSDl; editor 
PItUbartb Gaaette, IMl-C; lecturer on pollt. 
■deuce, JObna Hopklna, 1306. IWT; prof, polt- 
tlca, PrlDceton, ilnce Jane, 1308. Author: The 
Rlae and Growth of American Polltlca. 1SS3; 
Tbe Coat of Our NatlODal GoTemment, 



on poift. acience. Adirti 
roRO, Hforatlo) cibfIc, lawyer, ba: 
tuat tf, UGB-Aug. % lllfi; aee Vol. V 



^. 



rORD, Hmsb, (tage dlr.; ft, Waablngton. D.C.; 
a. Qeorge and Henrietta (Price) F. ; ed. Van der 
NaUlen Bcb. ot Hlnea and Engrlag.. Ban Fran- 
cisco; m. Jeaale Well laettfOrDcnTer, Uar. H, 



^ '^ 



1BS6: gen, atage i... , , 

Yotfc; gen. atage dlr. for Llebler ft Co.; aaao. 
dlr. for Oaaton Ueyer'a produclfona In London 
and I^rla; now dlr.-sen. Fanoaa Player* Film 
Co. Olmbi: Lambs, Flayera. Addret*.' Lamba 
Clob. New Tort 
VORD, JKmea LnDren, aiithor; S. &t. LouH 
Mo., July 2E, ISM: ". James K. nod Loitl&a 
aiTermoiT) F. Aaltiar: The I.llerary Sbcp; 
Hypnotic Tales: The Tblrd Alarm: nobemin 
Iniaded: Dr. Dodd's Schaol: Dolly Dllleabsck: 
Cupid and the FootJlglits; Tb? Brnipn Calf; 



IS FOBD 

FORD, JercBtah DenU Ualblaa, ODiver- 

slty prof.; b. Cambridge, lilaaa., July 2, IBTJ; 
I. J. D. and Uary Agnea (CoUtna) F.; A.U., 
Uarvord, 1E94, A.M,, 1S36, Ph.D., ISffl. study- 
ing In Coll. Lnw Bch. and Grad. Bcb.; 41»irc 
£™le dCB Uiiults Llutie^, U. tit I'mls. ISi-T .-J, 
siudcDi nt the BorDonne, ficole des ChnrtM 
and Colli>Ke dc France; m. Anna V.'InlCreJ 
Prams, of Cambridge-, Maaa., Jan. 1. 1902. 
iDstr. Frencb, Harvard, 1E35. until went to 
Paris aa Harris fellow of Harvard U. In rcal- 
dvnce ut U. of I'arlB; again Inatr. French. 
1S98-1900, Instr. Romance langa., 1900-2. aial. 
prof., 1902-7, Smith prof. Freticb and Spanish 
fnnga., 190T— -, Harvard D. and Radcllffe Coll. 
CbW examiner for SnaniHb uniler Coll. En- 
trance Eiam. rd., 19(8—. Fellow Am. Acad. 
Arts and Sciences; mem. Modem Lang. Asen, 
America (v.-p. 1910-11), Am. Dialect, Soc., Daale 
Boc,, Sociece Anilcole Oaston, Paris; carr. mem. 
Ulspuhlc Buc. America, Royu! Spanish Acad. 
ChI&oIIc. -talhor; Tbe Old Spanish Sibilants 
(Vol. VII of EJarrard Btudles and Notes), IWO: 
Hierclaesln Bpanlah Composition, 1901: SpanMIt 



olio Encyclopedia. Conlbr. to phllol. pubis.; 
general cdllor of Henry Holt A Co.'s Bnaulsb 
bctI™. Aildrrai: 9 Kledesel At,. CnmbrldBf, 

FORD, John, lodge; b. Knowleavllle, N.T., 
Joly 28, 1BS2; a. Uldiae] and Barab (O'Ual- 
ley) F.; A.B., Cornell. 1890; m. Lulu Falrchlld 
Van Aben, EepL IG, 1891. Uem. N.Y. Beoate, 
19tb N.X. Dlst, 1898-1901; framed. Introduced 
and put through legislature the Franchise 
Tax Law, now in operation in N.T.; candi- 
date for comptroller, New Tork. 1902; Justleii 
Supreme Ct of N.Y., Ist DlsL. lSoe-!0. ^ulbor: 
(1st prise esaay) Tbe American Policy ot Pro- 
tection Applied to American Bblpping En- 
gaged In International Commerce (Am. Pro- 
tective Tariff League, New Tork), 1S90; Pocket 
Cyclopedia of Protection, 1892. Addraas: Bret 
ton Hall, New Tork. 

FOKD, John Uonoldaon, rear-admirnl U.S. 
N.; 6. Bnlltmore, May 19, 1810; t. Thomas C 
and Isabella (Logle) T.; ed. pub, schx., Ualll- 
more; grad. Md. Inat. Scb. of Ds^slgD, ISSl, 
receiving Penbody prlie; grad. Potta Scb. o( 
Mech. l<:ngrlnE., IS^; tit. Laura June Darling, 
or UnllliDore, Apr. SO, 1866. Entered D.S.N, 
aa 3d n.sst rngr.. July 30, 1862: promoted Zd 
aast. engr.. Pcbk 13. ISC4; 1st aast. engr., June 
e, 1S63: passed aast. engr., Feb. 24. 1874; chief 
engr.. Dec, 27. 18S0. During Civil War look 
part in recapture of Biitoa Koiigc, Ln,. Mnr., 
jaSJ. battles ot MoMU- Ii/i, '-.I. -i i .-i Arl- 

Mr^ti-Jpp'rfncerVr^'.' - .' ■ " -'."'■; 

wrecked, in the Sacramento, on Coramandel 
coast of India. June. I86T; served on many 
cipdns. and ataa; detached and ordered to 
alart Baltimore Manual Training Bcb., Uar. 
U, 1884: at Md. Agrl. and Uecb. Coll., 1894-f: 
on D.8.8. Brooklyn, 1S96-8 (relative rank ot 
comdr., 1897); U.B.S. Baltimore (dasablp}, Jan. 
a, IKW; and Sect cngr., Paclflc Sta.; Joined 
Asiatic fleet; took part In tbe actlona ot 
Uay 1 and Aognat it, UM; tbe deatmctloB 
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A Spedmen Entry 

from Geographical Dlvtelon of 

Who'g Who hi Arnica 
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Nn^ Fiwltrick G., iMdcrioloalit. Brooke' FUriiM"L„ Judire. m 

PUIUia, tnrlch B„ imlT. pn(.. IMl "s*'^ " P. . eledriol mfr., 

»• IW™*' ^'"" "■• li«»™«**rt. B^i>B>, ElUMriiK. mmLo odmaUr, 

I(«?el. Jmw 9., roll, prof HUJ Button. ClnrencB M.. UVT«. 3Sr 

l^clshard, Jacob. tuolndiV bHO Butltr. Edntd B., builEff VS 

BUT, vwiH ii„ cwiw y™.._J« gi^. Kr^B^-,*"" "T- SS S"""T^*, '^'•' ii' ^""' S 

Cir)t(o Fnnk T.. HODomlJt. 3H Kood, John R.. law author. HK CunpbcU. Hidtt m., Imrir. 3M 
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ani eapden. HaniT A., rhUolciciat. Sl« Ointrtia, J, BtuT. iaHBOD. (U 

ALKA^ "^SlS^^*' ''°'"' "■' "'™'™". gE*;^^' ''^^ Bli^aHpTiSha., «ll 

OnxAa. Buni »I.^K«*1B piM., WS Schlolltitack, JoBiu O., phanmiKif- Chatiio^'Eai^li.. mKr,, (96 

KUi(. Louiift X.. Un Dotiit :171 nitk, Emoc; W.. hankR M) 

AT.yiniA— Siotl. Pml N.. uoii. vml.. EISS (.■odd, OtoiiB Pj, faifir, UH 

Beott. TaiA D., dodOMMUB. DM "glj""' """** W., «c. S. B. A.. Coffln, Ho>an] (!., nnaultiu eoir.. 

ANN A&BOE— , „ aianlaj, All»nA., onl., prorjJSM Conn, Oaom O.. nUwij ofllrtal, ill 

AnmJI. Jamaa B., educWor. dlplo- wtareni, Aiilm if., unl.. prof.. Va V. S: A.. BO 

Ballw, BBojamlo F., alactrteal onil- TiUoci, Heari, dnroman, !ot Oonnii. tvuuun k, minlni tori., 

BirTMl. Albert M.. imdiHUIiI. IS! TnifDIood. Thomai C. unji. prol.. CooMoi, Juno, nunnfarturet. M 

Bat*i. HenTT ii..U.wia. 1« MB Ccamtr, John L., tmnwu oBiiUl. 

Bukga. Sunual W.. nnarttmao. IH Tnrnar. Edward H., onli. prof.. WW SBO 

BSTliu^ua E.. JgitUiEwr, ^ Vao Tj>na, OUnde k. hlatnnan, 2^ Dnto, Charla. mCr.. «U 

Hnla*._B. lAoxmo, cbiiBiltit. to» Waioin'. 'Charin P.'. colL* prof,.' ffill DonalcUon. John M., archit 

BlS^ rfullun wTlfbruiu. «B Warlhla. Aldtwd S., patho6idat, ISH DnnncUr. Jobn a., lawyer. 

BailB, Thnnu A., awjiir, Bl WriIit)'. Robtrt M.. OBli. prof., JfH Doremui, Fnak E.. nxuraw 

B^«. QuDpbdC i^tnpmt., lU Wlilli. Altrrd H., cbem. niir ' Hti Dorlo. Inward a. buStn£ r 

Booob* Bnld A., prof. Oeman, •" «■" — ■" ■- - — ' .■._ ^ 

5!™Si,'^!fi5.5''.i"''B.'5ii!? ™_ „ 




The American Year-book 

Another annual of great importance is the American year-book. More at- 
tention is given to topics than to tables in this book. It reviews the main events 
ol the year under such headings as: 

history; sdence; engineering; industries. 

The book is well indexed at the back. Topics on the following page have 
been selected from a Table of Contents. Consult the page, notice the large 
topic headings, glance over the sub-headings under each, and then try to 
realize the vast range of subjects treated, and the value of such a book for 
current events. Name the headings under which topics giving information on 
the following are classified as sub-headings: 

1. Strikes (near bottom of second column) come under what head? 

2. City government by commission (first column) comes under what head? 

3. Revolution in Russia (first column) comes under what head? 

4. Troubles of the railroads (third column) comes under what head? 

5. Mobilization of agriculture (second column) comes under what head? 

6. Flood protection work on the Mississippi (third column) comes under 
what head? 

7. Tendencies in education (third column) comes under what head? 

8. Foods and food chemistry (third column) comes under what head? 

New International Year-book 

The New international year-book, which supplements the New international 
encyclopsedia yearly, is probably the largest, and certainly is one of the best 
year-books published. 

Nelson's Loose-leaf Encyclopaedia 

The Nelson's loose-leaf encyclopsedia is kept up to date by means of issuing 
current topics on loose leaves every six months. As the leaves are the same 
size as those of the encyclopsedia, the pages containing topics on current history 
can be bound in the regular volumes of the set. 

English Year-books 

The following English year-books are excellent as general records of the 
world's current history, but are especially good for topics pertaining to England: 

Hazell's annual. 
Statesman's year-book. 
Whitaker's almanac. 
Annual register. 

lb 



A Few of the Hundreds of Timely Subjects 



Military and Naval Affairs 

Conacription 

Officers' Training Camps 

Army Camps and Canton- 
ments 

Our Army in France 

Shipbuilding Affairs 

Transportation Problems on 
Land and Sea 

Arms and Ammunition 

Our Naval Forces Abroad 

Military and Naval Casual- 
ties 

Aviation 

The Liberty Motor 

Etc., etc. 

Administration 

New administrative organi- 
sations for war purposes 

Contributions of the States to 
war organization 

Progress of Woman's Suffrage 

The Massachusetts Consti- 
tutional Convention 

City jfovemment by Com- 
mission, and City Man- 
ager 

The housing problem in in- 
dustrial centers 

Impi^rtant judicial decisions 
affecting patents, pro- 
hibition, interstate com- 
merce, etc. 

Progress of uniform State 
legislation 

Criminal laws for alien 
enemies 

International Relations 

Declarations of war by Cuba, 
China, Brazil, etc. 

Military and naval opera- 
tions of the European 
war 

Plans for Allied unity 

Russia seeks peace 

Cabinet changes in Great 
Britain, France, Italy 
and Germany 

Revolution in Russia 

Abdication of the Greek 
Monarch 

Restoration of the Monarchy 
in China, and the coun- 
ter revolution 

Constitutional government 
restored in Mexico 

German intrigues in South 
America 

Conscription in Canada, and 
the i^eneral elections 

The Habfax disaster 



History 

Entr^ of the United States 
mto the European War 

Germany's crimes against the 
United States 

The President's messages 

Pacifism and disloyalty 

War legislation 

Conscnption 

Liberty loans 

Organization of the United 
States for war 

Mobilization of agriculture, 
transportation and in- 
dustries 

Purchase of the Virgin 
Islands 

A new Organic Act for Porto 
Rico 

Etc., etc. 

Public Works and 
National Defense 

Minerals for war purposes 
Revival of transportation on 

inland waterways 
Traffic of the Panama canal 
Progress of Municipal Owner- 
ship 
Public Service Commissions 
The army and navy under 
w^ar conditions, active 
service abroad 
Military and naval casualties 

Economic and Social 
Problems 

A year of stupendous in- 
dustrial activity 

Immense volume of foreign 
trade 

War industries 

High prices 

Taxation 

Banking conditions 

National insurance for 
soldiers and sailors 

Recreation for soldiers and 
sailors 

Protection of morals in camps 
and cantonments 

Mental testing of recruits 

Prison reform 

Pro|^^ of prohibition 

Socialism and the war 

Restriction of immigration by 
the illiteracy test 

Federal provision for voca- 
tional education 

War charities 

The labor situation 

Strikes 

Activities of the I. W. W. 

Laws for the protection of 
labor 

Rural Sociology 



Industrlet 

Campaign for agricultural 

production 
New food fishes 
War demands for mineral 

products 
Minmg 
Manufactures 
Development of merchant 

marine 
The Emergency bill 
Troubles of the railroads and 

their solution 



En^eering 

Completion of the Qu^)ec 
bridge 

Rapid construction of the 
cantonment 

Opening of the New York 
State baqse canal 

Flood protection work on the 
Mississippi 

Utilisation oi water powers 

Application of electricity in 
war 

Engineers in military service 

The automobile industry 

Military aeronautics 

The Liberty Motor 

Plans for an immense Ameri- 
can air service 

Ship-building on a tremen- 
dous scale 

Science 

Mathematics 

Astronomy 

Geology in war 

Topography and strategy 

Arctic and Antarctic explora- 
tion 

Foods and food chemistry 

Soil chemistry 

The search for new fertilisers 

The electric furnace and its 
products 

Potash resources and their 
utilisation 

Military medicine 

War surgery 

Health and sanitation in the 
army 

Fossil man 

The Humanities 

War service of the churches 
Union movements among 

Lutherans 
The Zionist movement 
Camouflage 

Foreign music and musicians 
Depression in the theatre 
Tendencies in education 



There mn Thirty-Two DepsrtmMiu, B«ch Gontaialng a Wealth of InfonnatlTe 

Material Similar to the Suhjects Ahofe 
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Questions for 
Year-books 



Rtudont's name Per cent. 



Toachor's name Hour reciting Date. 



ITavo you road the (Urootions on the back of this cover? Answer yes or no. 



n — Where is tl»o iiulox placod for the ahnnnac alhuloil t^» in the last question? 



S — ^Vhic^l serios of year-b(K^k8 kivcs infonnation under the name of the pera^m, not under tJie 
name »»f a sjxriety or position? 



in ta})ul:ir fonu'i 



3 



1 — What ycar-l)ook givt^ l)rief sketxihes of the lives of prominent livinR people? •• 

a. In America. b. In the workl. 









• 2— In what part (►f tlie article in the **Who*8 who" series of year-hooks is the address of the S 

person ^^iven? 5 

•c 

3— What are the meaninjrs of the following abbreviations uswl in a eondensed sketch in the e 

*•Wlln'^^ who" sericfl? * 

JS 

m b 8 eii 2 

4 — Dres tlio rurront '"Who's who" series contain sketches of lives of persons not living? 



") — What verv inexpensive alman.ac juives a vast amount of information in a greatlv condensed form? "Jj 

1 

c 
$ 

C 

7 — Which of the year-books studied gives the names and the ofHcial addresses of the officers of any o^ 

important society in the United States, \inder the name of the society, not under the name *** 

of the ivrson? 






> 

O 

S 

V 



— Woukl it l)e better to consult the World almanac or the Americ^in vear-bot)k for information "2 

I 



10 — Which encyclopipilia publishes a valuable vear-book every year? S 

St 

11 — Which encyclopiedia keei>s up to date by means of 1<k«(» leaves? 



12 — Do the events recorded in a year-book always pertain to the year on the back of the book, 
or do they frequenlly pertain t(» events for the year ])n'<"t^ling? 



13 — Name at le.'ist two g<KMi j'ear-books publishe<i in England. 
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Spedmen Entry 

from page 590 of the World Almanac 

Illustrating Motor Gar Laws 



Motor Car Laws of Vu Various StaUa. 
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specimen Entry 
from page 617 of the World Almanac 
Illustrating Statistics of Education 

Statiatics of Education ^<!ontinuei. 
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Spedtnen Entry 

from page 621 of the World Almanac 

Illustrating List of Universities 

OniversUiea and Colleges of tite United States. 

PMNOIPAL UNIVKKStTlia AMD OOLLROKS OF THC UNITIO I 

. Tbb lUUitta <mtm«d la ttili uMc >n* «1tnmn^Ic^uad lo Toe Woiui Auuiuo b; 
It Ola raiMM've iDNlUiUDiii. wid nivMint tbelr oondltiap Uxian. 

•IB lodkMa Itw nHaa tor nt 






u» AddptJCoiiMa" 
mi Aa,*M(Bh.aoLsn 
mi A0M Baoa OoUM 



Wl Ark. Cm'rraOoL., 
MM AibotrOoIMB 



. H. QaUMTD. O.. U. 
iHrOaaiaiPemiiD.. 



Mmtown. P*.. 



KV. BOoUwC. DkTM. U. D. 



SB 

CUrWtiUe.'Arli 
WUBtan. Kr ' - 



tlarr C. MorrMm. □■ O.. 

EdnrdT. Win 

Rev. O. B. Sumn, D. O . 
iTKdnip, B. 2. U. i 
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iMlnl OMIWB. . 






ColDmWA. S. C. . ' 

gaaja-..;:: 



N^St 



WBL a. Flnt, PlL D., D. U 
Rn. E. r. roOMid, A. M, 
TtaOk K. CnmblsL A. M,. 



UMniunt H. . . 

asMon. ^u 



M. J. WuiK. A. B., A. M.. 
J B. FIOCF. B. A-.Ph- D, J , M . 



A City, TBon 
^toniiiBd. Otdo. 
WaCUuMU, 8^ 

W«°;,:.: 



CohUdC. Pll. D.. □. D. 

BnniBn, aTd.. D. 1 

RlRiiu. T. J. BbtiuikD.I 



RVTT ATidrowi Klnf. Dr D, 
.Muquli.b.iS..LI.I>. 



specimen Entry 

from page 767 of the World Alntanac 

lUustratlnft List of Governors 



Pay and Temu of Members of Legidatures. 

STATK AND TERRITORIAL QOVBRNMCHTS. 
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Business Under 
City; County; State; Federal Governments 

A large amount of the business of the country is carried on under the govern- 
ment. Most of our educational institutions are under local or state control; the 
parcel post has displaced much of the express business; many city water and 
lighting plants are under the city government; railway and telegraph systems 
are largely owned by the Federal government. Some branches of the government 
business are self-supporting, such as the postal or telegraph service, while many 
others are supported by taxation, such as education, fire and police protection. 
The expenses, extent of work done, names of officials and other items con- 
nected with a business which is under any branch of the government are reported 
by that branch as an official report. The most important of such reports are 
kept in public libraries, and also in the office of the department reporting. 

Business Under 
Private Firms In the United States 

Lists of the most important leading firms in the United States are published 
and are frequently revised. Information of this nature is arranged under two 
headings: 

Alpkabeticaily under the name 0/ ike firm. 

Alphabetically under the name 0/ the business er of the article manufactured. 

Each of these methods of indexing are illustrated by specimen pages follow- 
ing this general outline. 

AlphabeHcaUy Under thm Name of the Firm 

Three leading manuals are published yearly which give business statistics 
under the names of the firms: 

Moody: Analyses of Investments. 
Moody Manuals. 
Manual of Statistics. 

The ** Moody Analyses of Investments^* gives ratings for the purpose of 
protecting an investor as well as for the purpose of protecting credit. It is as 
important to be able to learn whether the stocks and bonds in which one is think- 
ing of investing are safe, as it is to know whether a check received is good. The 
**Moody Investors* Service" issue three large volumes as follows: 

Analyses of Railroads (called the "Green Book**), 

Analyses af Public Utilities and Industrials (called the "Red Book*'). 

Analyses of Government and Municipal Securities (called the "Blue Book**). 

These books can be found in most large libraries. Under each firm or cor- 
poration mentioned in any volume, such items as the following are given: State 
laws under which the business was incorporated; brief history of the firm; capital 
stock; business managers; equipment, rating, and a per cent suggesting safety for 
investment. 

Details will be illustrated later by means of s^clmen pages. 



The ^^ Moody manuals'^ give most of the items included by the Moody In- 
vestors' Service, but they omit the item of margin of safety for the investor. 
The Moody manuals are issued in three large yearly volumes, and current 
quarterly supplements, as: 

Industrials; Public Utilities; Railroads. 

The Manual of Statistics, known as the Stock exchange hand book, condenses 
into one volume selected information similar to that contained in the three 
volumes of the Moody manuals. 

A^habmHcalh 
Under thm Name of the Business or of the Article Mamufactured 

Two leading manuals are published yearly which give business information 
under the name of the business or of the article manufactured: 

Hendricks: Commercial Register. 

Thomas: Register of American Manufacturers. (This book gives names of finns in 
an appendix on blue paper, but gives information under articles manufactured, in the body of 
the register.) 

Details will be illustrated later by means of specimen pages. 

Business Under 
Private Firms in the World 

AlphabetieaUy 
Under the Name of the Business or of the Article Manufactured 

A very large volume of nearly 3,000 pages of exceedingly fine print gives the 
leading firms in the entire world, arranged under business. It is known as: 
Kelly: Directory of Merchants, Sliippers and Manufacturers of the World. 

A specimen page from the index to this book will be studied later. 

Credit Rating Boolcs 

It is thoroughly understood in the business world that no firm gives credit to 
an unknown firm without first finding to what extent its credit is good; that is, 
its "rating.' 



>> 



The two best known rating agencies issue the following publications, which 
give the financial standing of firms in the United States and Canada: 

Bradstreet: Book of Ratings. 
. Dun: General Reference Book. 

Both of these publications are confined to private subscriptions; neither of 
them can be found in public libraries. There are many other general credit 
rating agencies in the United States; most cities have their local agencies. 

Business Magazines; Newspapers 

Almost every profession or business in existence has its own magazine, or 
special publication. A list of the general and special magazines and newspapers 
which are published in the United States is issued every year in a directory 
entitled: 

Ayers: Newspaper Annual and Directory. 

This publication will be illustrated by specimen pages later. 

5 



Mailing Lists 

A large amount of business is carried on through the mail, such as the 
sending of bills, checks, announcements. For the purpose of advertising, it is 
desirable to have lists of persons or firms especially interested in the articles or 
business to be announced. It is very important, therefore, to know where to 
find classified lists which can be depended upon to be kept up to date regarding 
addresses, positions, firm names or other items subject to change. Permanent 
lists of the most important professions and business in the United States are 
printed in regular book form, and frequently revised. Amongst the many 
directories or registers issued are the following: Medical directory; Dental 
register; Directory of the legal profession; Eklucational directory; Furniture 
dealers; Crockery dealers; Engineers; Insurance; Motion pictures; Hotels. 

Mailing lists for many purposes can be secured from R. L. Polk and Gompaoy* 
publishers of dty directories and state gazetteers. Detroit, Mich. 

The following mentioned book gives valuable information regarding obtain- 
able lists for almost any purpose: 

W. S. Thompson: [Hrectory of Mailing Lists: Putnam. . New York. 

This book is full of suggestions as to where to find society lists, lists of offi- 
cials, lists in year-books, and lists in many out-of-the-way plaAes. It also gives 
a guide to credit rating books. 

Laws of Business 

Though only a lawyer knows the details of legal transactions, every intelligent 
person should know something about the forms and the legal requirements 
relating to such general items as the drawing up of contracts, the formation of 
partnerships, the giving or taking of a mortgage, and many other items. A 
reliable book which has been prepared by a Harvard University professor of 
commercial law for just such needs, is: 

Parsons: Laws of Business. Scranton, Hartford, Conn. 

Details: Illustrated by Specimen Pages 

The first specimen entry, on page 9, is taken from the index of 
Thomas: Register of American Manufacturers. 

Glance over the page to gain an idea of the vast number of items which such 
a register must include. Find a note under the word ''nails" and tell how many 
kinds of nails are manufactured. Note the long list of articles manufactured for 
use in connection with nails, and tell how the list is sub-arranged. How many 
kinds of needles are manufactured? What column, instead of page, is referred 
to for the list? A part of one of the pages devoted to needles in the body of the 
Register is reproduced, and follows the specimen entry from the index. Consult 
it, and name a firm manufacturing boot and shoe needles in South Framingham, 
Mass. What is the letter at the outer margin opposite the name? The capital 
letters following each firm name indicate an estimation of the amount of money 
invested. The following schedule is given on the inside of the front cover: 
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A AAA over $1,000,000 B over $50,000 F over $2,500 

AAA " 500,000 C " 25,000 G " 1,000 

AA " 300,000 D " 10,000 H " 500 

A " 100,000 E '' 5,000 X no estimate 

A rating of ''H,'' in this Register, therefore, does not mean an unreliable 
firm, but simply a firm with a small capital. Give the exact address of a firm 
manufacturing hand sewing needles. Which firm, manufacturing crochet needles, 
has the largest capital invested? 

The specimen entry on page 11 is from a part of one page of the index of 
Hendricks: Gonunercial Register. 

Consult it and tell what number is referred to for the manufacturers of skUe 
pencils. Turn to the page following the index, which is a reproduction of part 
of one of the pages devoted to pencils, and give the address of a firm in Tennessee 
which manufactures slcUe pencils. Glance a little above the slate pencil manufac- 
turers, find the lead pencil manufacturers and give the address of the Eagle Pencil 
Company. Under Pens, steel, find the address of the Spencerian Pen Company. 
Does Hendricks Register indicate the ratings of the firms? 

Both the Thomas and the Hendricks registers are valuable as mailing lists. 

The specimen entry on page 13 is taken from a section of one of the pages 
in the index of 

Kelly: Merchants, Shippers and Manufacturers of the World. 

Consult it and tell on which page in the directory the names of firms handling 
pencils in the following cities could be found: Calcutta; Milan; Warsaw; Phila- 
delphia. Which is the larger industry, the manufacturing of pencils or of per" 
fumery? How many pearl button manufacturers are listed? What is the only 
city in the world listed as manufacturing pencil sharpeners? 

The specimen entry which follows Kelly is from the first page of the index 
to the Class and trade publications in 

Ayers: Newspaper Annual and Directory. 

Consult it and note the variety of subjects on this one page. On what page 
in the annual could one find a list of publications devoted to the following in- 
terests: Bee keeping; aviation; coal and coke; confectionery and ice cream; deaf; 
blind; business and office methods; commercial and industricU; advertisingf 

m 

The second specimen entry from this newspaper annual is taken under 
Missouri in the body of the book. Consult it under Joplin, and give the editor 
of a paper published there by the name of "News Herald." In what year was 
this paper established? How large is the circulation of the Sunday edition? 
Which paper in Joplin has the largest circulation? When was the paper es- 
tablished in Jefferson City called "Capital News''? Notice that a brief descrip- 
tion of each town is given. In what county of Missouri is Jerico Springs located? 
What paper is published there? Is the alphabetical arrangement of the page 
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with reference to towns or names of the papers? The main directory is arranged 
under states; under each state the towns in it are sub-arranged alphabeticaliy. 
Could one find the editor of a paper called the ''Courrier/' for example, without 
first knowing where the paper is published? 

The specimen entry on page 16 is taken from 
Moody: Analyses of Inyestments 

Consult it under 'V^'^^^^^'^ Telephone Company,** at the paragraph headed 
''History/' and tell when the firm was incorporated, and under which state laws. 
How many telephones does the company own? How many miles of wire are 
required? What is the population served? 

Under Management, find who is the president of the company. When and 
where is the annual meeting held? 

Under Comparative Income Account tell what was the amount for the gross 
revenues in 1917. What per cent was earned on the stock in 1917? Compare 
these items with those for 1912 as given in the last column. 

Under Table A, Bond records, give the date for the maturity of the bonds. 
The interest is payable in what months? What is the average income available? 
What per cent represents a very high safety of investment? (A very much lower 
per cent for this item would still be considered good under the schedule adopted 
by this company.) Is the security and the salability of these bonds considered 
good? What is the net rating? 

The significance of the letters for rating in the Moody Investors Service 
is not the same as that for the Thomas Register. All the bonds and stocks are 
classified and rated in accordance with their position and security. Thus^^ the 
highest grade issues receive an "Aaa'' rating, the next grade "Aa," then "A,*' 
"Baa," "Ba," '*B," "Caa," etc., until the very poorest securities are reached. 
A security given an ''Aaa'' rating is to be regarded as practically ideal in both 
security and market; one given a ''Baa'' rating is slightly speculative, but general- 
ly good as a "business man's investment;" a "Ba" rating means a "speculative'' 
investment; a "B" rating means a speculation, while a "Caa" rating is almost 
exclusively speculative. The user of the books b thus able to ascertain at a 
glance the exact character and standing of any security he holds or contemplates 
purchasing. 
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A Specimen Entry from the Index of 
Thomas: Register of American Manufacturers 
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A Specimen Entry from the Body of 
Thomas: Renter of American Manufacturers 

FA.: BCBAHTOH: NEEDLES: BOOT k SBOL 

BUctrlc Cl^ Bilk Co. (811k) « luaa: HATSitHII<i<-— Kaith. In 



VBKN.: CHATTANOOGA: 

Kaion It WloBara I 

WASH.: BBAnLE: 

WaiblugMn NaekwMr iUg. Co.. Hntnal LUo 



Bldi. ... 
L: im.w 



._il.WAUKBB: 

Trltdmu, L^ I20 B'wm;. 
■chofMl* A SlmMn Co., 



BtoDcmao. Gvo. T. (SUk) D 

K. T.: BROOKLYN; 

B*R»tein ft Nlfbtbauwr IKolttrd HMkUw). 

SSI Mjrtla Atc T 

Hkrb«w. Froncli H.. IVT BrldKO O 

». T.: NEW YORK CITY; 

Aldrn MIJLi. SM Bwar 1 

ArtlBtlc Neckwear Co., 78 E. ISOlli 1 

Church, W«bb * ClOM, 20 W. 37tli B 

- i! ittg, Co. (L.ctlM' Holt), 200 — 



Dorfmaa I 



liter Cc 



Gtlckm&u-] 

K«7» * Lockwood (Tin), 

Lalnkram Kulttltig Ullll 
TlH), BS Wklker - 

lama*]! A Co.. F. H. <T1e». 141 W. Mtb X 

Trabolakl, N. ft J., ft Co., 475 BVar B 

Weber ft Co.. U.. 7S Fitth At* B 

H. Y.: WOODHATEN: 

Noabaam ft Co., D. (Kolttcd TlaaJ A 

OHIO: CLEVELAND: 

Walienbarg-QuKCDbelm Co. (Knit), 2M Hlgb_ 

At. ■ 

PA.: HANOVBB: 

O'Neill Bilk Co. (Tubular Bilk) X 

FA.: PHILADELPHIA: 

BalmoDt Mfv. Co.. 1303 W. ColambU Ato. ...B 

Tanier ft UcLaDghllD, 1021 CallowUll X 

Clark UIs. Co. (Tlca), Paatorlua aod Oocoola. 
O'l'u » 

Colonial KDlttlUK Ullla Co. (BUk Noektlaa), 



Edwardfl ft Tro 
Fader " " ' ' 






Olan XDlttlnl Co. (Tlaa), U and Woataora- 

land B 

Olobe KnlUlDK WUa, 27 B. Ttb 8t K 

Luvman Bro*. (SUki, lOtb ft Berka C 

Lartman. Opp«nb«lm ft Co. (Necktlaa), «38 

N. nth A 

Laorcl Knlttlnf Co. (Bilk), T3 Lantel C 

UeCntcheou ft Bra., T. P. (Sllkl, lOZT An:b...B 
D Hoalarj UllU (Ntcktloa), 420 N. Uar- 



aball .. 



Plonear Kulttlog UUIi. 40 N. Id.... 

Soaker Kolttlae Co., 115 N. Carnal 
heplao ft aabiil. 15th ft Wallaea.. 



, 112 N. 12th.. 

Ter, Albert, ft Co.. 1221 Arcb (Ladlea'). 
It»d - ~ ■ ■ •- ■■ 



Cnlted Htatee Trlmmlnc 

Necktlaa). 1410 «b 

WIS.: MILWADKEB: 

Phoenli Kalttine Work! 
Worated and Bilk). 210 B' 



NECKTOKES (we Tokct: Neck). 
NEEDLES: MISCELLANEOUS. 

MASa.: SOHRRTILLB: 

patT N*edl* Co 

ICASB.: WEST HEOWAT: 



Unltod Awl ft Needle Co C 

M. 3.: NEW BRUNSWICK: 

Nfw Briinawick Needl e Co X 

H. T.: NEW YORK CITT: 

BOKEH, H., ft CO., INC Biray * I>naBe 

Dlackvhoff, Haffloer ft Co.. BM B'war..AAAA. 

Mild A Co., A. (Imp.), OS Chambera -A 

Orerti: rrank P.. II Bro^d.. ...."- n 

ZrrinK Mfg. TmJ Co., "T Ch»inber». 



; HATSItHIU<^ 

ICABa: SOOTH FRAMINa] 
IdOng HachiscTY Co^ B. H 

NEEDLES: BKOOM MAKERS. 

CONN.: WATBBTILU; 

Barbacker ft Bswland Ufa. Co. .. 
ICASa: NOBTB HADLBT: 

Olekinaon ft Son, C: 

NEEDLES: CARPET. 

CONN.: WATEBTILLE: 
Barbackar * BowlaaO Hf*. Co..... 

NEEDLES: COMBER. 



2 Sonuner (iDpti*.).. 



6S W 3d D 

Mllle, BU E. 72d D 

.. 00 W. Bouaton F 

■ ME. 17th C 

Barrr M. (Haa'a 



N. J.: NEWARK: 



Hood Co.. R- H., 1S4S ITVa *▼• 
R. I.: PROVIDENCE: 

BrACC. John J., it Alwood 

_T0WDaeDd, .Tho^.j 16T Oranca.., 



:t ft SdcII . 



CONN.: EBSKX: 

Tllej Pratt Co C 

». T.: NEW TOBK CITT: 

American Hard Bnbbar COn U ll«icar (HaH 
Robber) AAAJ 

Bmbant Noedle Co., 47 Qroat Jonaa St.-.S 

NEEDLES: DARNINa 

CONN.: WATBRVILLE: 
Barbackar ft Bawland UtM- Co. J 

NEEDLES: DENHSTS HYPODERMIC. 

V. Y.: HEW TOBK CITT: 
ConaoUdatad Dental lUg. Co., IM Wuklac- 



I Dental Ufs. Co, 






NEEDLES: DIPPING. 

Wia: MILWAUKEE. 
Whlta, DaTld, Co., 421 B. Wat«r D 

NEEDLES: ENGRAVDfG. 

N. T.; NEW YORK CITY: 
BENKFEL.de B LITHO. BTONB fM)_ in 

WaaHlnctoa B 



NEEDUS: FLOUR BAG. 

CAI^: OAKLAND: 
Barr Broa. Co., Inc 



~lk NEEDLES: HAMD SEWOia 



B07a Needle Co.. 4343 RaTenairood 

NEEDLES: HARNESS. 

CONN.: WATKRVII-LB: 
Barbacker ft Rowland iitg. Co... 



NEEDLES: HOSIERY (we wJf Nwdo, 
Knittiiit BAacUBe). 

PA.: MONT CLARK: 
Ifont Clara Needle Co D 

NEEDLES: HYPODERIUC (bm abs NmA- 
kfl, Deitiib; abs STrmfet). 

IIASS.-. BOSTON ■. 



A Spedmen ^Qy'from the Index of 
Hendricks I Commercial Re^ster 



Paanut Pl«,t«^ 


No. 

■iiSS 


Pasa. alaal iMll* 


No. 
PbMpbor ooppar IDtM 






Pappar abakara 1(177 

Parcb tiUtaa. lUlI 

Paroblorlda^ Iroo t70ta 

Panolatora, o h a m Mai 










.KtEO 

lad 




"^.SLT. .'.•?.."". 


Phopphoroua lOlM 




.. M« 

* 


melting burn, low »I» 

!:;:r;'.-.';s.-.;.'."'i.i„;"" 




bntton tonlar latb 


■a., nil 


sarbass, rraue. aM. .10114a 






..(711 


-angravara' outflU ...»«• 
-sncravlni arc lampa,.71Gl 


P«^ba»dia........ 


■-"" 


moalc TOW* IMSB 

radtU block chlmiiaTa.I4EI 
acraana lor coal, eu. .11148 










Pabbl* drran <■•• nod 
* «ra*al haatan * 










Perfume' drwa^r 'tUAib," 


PhotoETBphcra. ardbltao- 


anrteoa rooflns 


.IITK 


Fbotoanpblo oopflnr 




.UTTI 










motar eyola 


:i»TM 




='.■.■■■■ ..■::::!:!« 
"ir""..'™-::::::™ 


Cracka A awltctaaa... .liHIa 


woodan 


■!".«•.• 






Paallnc tatalaa. 1««H 




S^sr- ■1!!!! 


l&atramanta .!«»■ 

tranatarrlnc macbloaa. t7«fa 










:'.8»»i' 

.'l07l4a 
..Itlt 


Ra.a''.^-.-.-.-.i'.s!' 

Patrotaum emu ma- 

eblDtry I7«> 

Srli,^..,.::::::::;!!!! 


* lae* boU eottara. 


Piano aotloD ■naDUDarr.l77t 


'Sa-"""^ 


taattri' '.t\*l 




Paw and mtn 1«IH 

P^j" "J" 

pbaatoaa ":!:::::::::!:. i*7t 

F b a r macautlcal appa- 


bammer abank tDBva..lEllO 

hardvara IMl 

blngaa ttlt 

lack! T(» 

m-chlnta ItlOT 

makara- elampa M01» 

makarr pllara lilt* 

inouldlnca l«M1a 


la.;;-:;:':::::::': 


.m«i 

::mi( 








parNlatora lOllI 










PbarmsoKsopaa lOlIE 

Phaaa roUtMD lnaicatora.«HI 
abltlara 11611 




":»..a 




pUrar hardwara m't^ IMl 














Ph.nolphlhalBin lOMI 

PlioTiogr«Dh horna «ttl 


vlra ilMEl 

Planoa lOMt 




A 


cbalk. propalllBc 
rapellinr 


record holdar., wlra. .11117 
raproduoara lOIHa 




ara for«1n( inachlnaa..BT71 


""K^llaTSieUl'^wo 

.,aU";:::::::::. 


.10711 

; 10711 


Pbotocrapblo dim ma- 






niaeh[D«a> tUt 




ss"" 


■iMM 








:ii)ai)* 

:i«(» 








Plck«^a.b.an lOlM 








Phoaphor bronaa IdSlCI 










bronie ballg i«7 






■JMJJ 






'"a"a <aaa piVka'n"** 




:!«» 






















E™™«™"".".":::l"ii 




cow 


..IM»7 






■old 

ioM pi'taa 

nillii« 

tbow amra prlntlof. 


:joi» 


bronia aprlnca 14011 




brODia v\T* ii>M \W1» 






'« •-* Mr c 



3. «ir =-3 



-iT 



«« J'J 



* — * * — ^'. S- .\, 



• 4^ 



■<W«Bia*«Mi 




A Spedmen Entry from the Index of 
Kelly: Merchanti, Shippers and Manufacturers of the World 




en iilK 


Tile 


Hviii- 


DiKr^ 






Id 




Fnlbt^ 


Loudon 










Pn..li.c-- 










AubJiuc - 






f.-a 


Huolxitl (il>M> 


Brxll - 








JOKjCfty - 










UUrlKbNniiUd 


F-lw»nlnlJ 








HUu - - 


Oilnburg 








Mofoo- 


Obnii ' 








Huuii^ - 


Baiitinifto 


<W 




LjIWl 




Miutrtcl.t 






- Ml 


NUrab«ii<il»tc) 








-lOMr 


Oi*lu(ll>M) - 










P.r». . . 


£"J, 






-iwe 




Toarvnl 




UT*t.K 









«M RirbDig-«)-l 



?S. 



Kliuiaitiirt 



A Specimen Entry from the Body of 
HendriclcB: Commercial Reftlster 



10796— Pencils (French Chalk) 

N**lni B&mL Co.. 1«9 S Id. PhllL, Pb 

10797— 'PencUa (Graphite) 

DIZOM JOCKPH OBDOIBLS OO. 

"Dlxon'i" omem * Dn*rlBa PtoelW, 



r City, N. J. 



•/ b 



BUImIsII ^t>'«r PgD(iT?"co"' (Papir" 141 
Bro<ir"oDr%n (p'B•^^^»6 Kim. N«w Tork 
snOS JOnPH OBT;OXBI.B 00„ JarMV 
city, N, J. 8«aifi'inif(ja(nd<i/ frook 
BiKli psncU Co., E lltb, Nio York 
Fabar A. W. (CuwU"). *1 DIckMion. 



Fabsr KIwrh 



, Brooklyn, N. Y, 



1(»799— 'Pencili (Lumber) 

JLOami S. a CrmroD Co. (Cnvona>, 111 

«H ode fiHlu at m3 a/toat 
DIZOir JOSKPH OBIICIIia.B fM). <Onph- 
lta>. JarMT City. S. J. 
8m ode tadac at «4 0/ toot 

KtSOO— PcndU (Slate) 

Doarttt BUnlar (Artlflolal). 11 CllS. Kaw 

niCaldar B. ft Co. (Jkrtiaclal). M Onloo 

Staward D. M. Ulr Ce. ("Compo."!. Clut- 
taaooB*. Tana. 

10801— Pencil! (Talc ft Soapttou) 

ADAM8 D. O. CKAXOir CO., I» MarkM. 

St. Lonla. Ho. 
Am uIc Infu atttHot tost 
Cobatta Talc Co. (BoairatoBa: alao Craran). 



1 CIIR. N*w Torn 



SKirard D. H. Mts. 

10802— PcncUs (Water Color) 
AxmaioAx omATOir oa, iim hbt 

BandnakT, O, Sx a4v tadw ■! awTo 



1080S— Penholders 

Amar. I,aad Panel] Co., ItO iUi av, Mai 

Tork 



■■tarbrook Btaal Faa 



H adr (ndw at aaiJ tt boot 



at aajj of boot 
Ufft Ca, ( 



SBTABI.I8HBD 1841 

£. B. E^TE:S <& SONS 



ssjTRajTJB^airgSfta.'Mifjriiv.'BK: 

S58 Btb ATEV CB ' MBW TOBK OITT 



itln* Co. (AdTartlalnl 



#ta. PiilJa., P«. 

UalonPmtrl #9rka (Paarl), 41 W 11^ 

Haw Tork. WotIu: BrMtklm. ». 1. 



10806— 

Saa alao na* Utn. 
Annln * Ca, *t rnltan. Naw Tark 
Art QrapblB Co.. 11* Palton. Naw Tark 
BaTarlr His. Co., fltantoa. Ta. 
Rradtsrd * Ca.. St. Joaaph, Uleh. 
CUoaso PaoBaat Ca, SUI OatUa* Of*** 

aT, Ckleaao, IlL 
Dosaldna Art Alia Co., im * U K. K. K. 

Cot, ClaelunatL O. 
HaSmann-Carr MJc Ca, 111 UarkaL 

FbUa^ Pa. 
Uortanaon Sanual A Co., Ill W Jaekasa 

Mvd. Cblcaso. IIL 
PaolDs Pannaal A NoTaltv Go^ Loa Aa- 

Paonatii NoTOltr Ca, 111 B'var, Naw 

Bod PMBBBt ICtc Co, I TratktoK Bnak- 

Btaratbal r. *<mt>, lit V IUOImk CU- 



FalrSaLd. la. 
Baanr r — — 

Pent (Foimtain) 



.ul Gold Pao Co., (0 John. Naw Tork 
Wm. UaCbar, IIS Oraonwloh. Ma* 

K. T. Ca, 1I« Park pi. Naw Tork 
• F. T. Co., It Bpracaa. ProrldaiUMk 



Tumar A HarrlaOD 
Pblla., Pa. 

10810- Pens (Rnling) 



Kauftal *' Baaw''Hobok' 



Rids* a« 
CO., T( Gold. M«a 



, N. J. 



C, Fa. 



loan— Pcni (Show Card Printinc) 

Kanllal * Saaar ("Panast"), Hobokao, 
N. J. 

10812— Pens (SteeD 

Bat^bTMk Btaal Fan Hts. Co., CamdM, 

"it* "waJ* In stoD. "i 

UuoD W. L. A Co. 

Millar Broa Cntlarr Co., Karldan, Cobb. 
Bpencarlaa Faa Co.. 14* B'way. Now Tark 
Turnai A HarrlioB Fan Ws. Co. 

{"laaao*"), 1111 Bpriac Qardaa, PhUa.. 

Pa. 

10812a— 

Xn'aM « 
10813— 

BI008 BOILKR WORKS CO. I Btaal), 
Cast av A WUlam^ Akian, O. 

" Jobn^A^Oo^ lltk a IC a B. ■„ 

TasB. 



fe Sons, ass Gtb I 
' 4a* ot «ad */ » 

Penstocks 



■.Naw Tork 



Datreit 1 



A Specimen Entry from the Index of 
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IS] fMturan - Sft HtH 


Li,Au.t;u 


IK PcuAPmbolderMatn 


LlegslU . 


PWioH Importer. :- 


iti^mtt 


tU 0»U - Kid 








1« LOLilon - ■ M'« 




IM .PrortiKH - I»M 


KrSiSta- 




»13 Fiiinek>tH] 
ItM Oafla- 
lia Onm - 



A Specimen Entry from Index to 

Class and Trade Publications in 

Ayers: Newspaper Annual and Directcny 



.IMS 
.1140 
.IMO 
.ISM 



▲eoooim— «•• Mutln€$i and 0|le« Mtt^^dt 

▲OTBBTnXlf* ». 

▲bbomautio...... ~......... 

▲aEMTS 

▲aNoonc. FsbbThouvkt. bto IMO 

▲aBicirx/ruRAL iXtt 

▲mxrican Indiav 1240 

▲wti-Clkbical— «0e J^unotie, tic^ 12M 

▲mti-Pkohibition— «0e Liquor and AnH-FroMtrtr 

turn 1274 

▲ntiquabiam— «0e CoUeetort^ete ....1240 

▲vn-TUBKBOirXXMlB 1240 

AJtCHITBCTUBX AND BiniJ>IK« 1241 



▲bt. 



.1242 



▲STBOLOQIOAL 1242 

▲THUBTIOS AKD PHTBICAL CX7I.TtrBX ~ 1242 

▲nOTIOKBBBS 1242 

▲UTHOBS— «0e Booka, etc J244 

▲irTOMOBII.B« OaS EKGUrBB, BTO 1212 

ATiATioir— «M AeronaiUie .....^ 12«0 

▲WiaXM,BHABBi, TBMTB, BTO 12a 

« ua 

JtfMincial and Banking J260 

Babbbbs akd Haibobbhbbb 1241 

BaBBBT*. BOXBl ABD PaOKABBB. lltt 

Bbb Kbbpikb 120 

BliACKBlCITBa AMB HOBSB SHOBBS... 1244 

Buhb, Thb ».12S4 

BooKKBBpnra— «0e ButinetB, etc 124t 

BOOKB,BOOK TBABB ABB WBITBB8 1244 

BoTAVlCAi*—M$ SeitnU/le^.. 1111 

BoxBB— M0 SarrtUt Boaea and ^aekage a ^ .JS4S 

Bbbwinb— «M JUgrwoT ofMI AnU-lhxMbUton^ JS74 

Bbiok. TiLB, BTO 1244 

Bbushbb abd Bbooms— «0e Motue ^amiahing 
Qcoda 1287 

MUTLDlXa AND BUIX^TNG MATBBIAIiO— M8 Archl- 

toefurc and BvMdUng 1241 

Buxu>xKa Abwciatiobb— «ee JftooaHofMOiw .........1280 

BUILDIBB BiABAaBMBNT .1244 

BUBUrBBS ABD OVVIOB MBTHOXM 1245 

BUTOHBBS AKD MBAT PaCBBBB .......................... J24S 

CakmIbg ABD PBBBBBVIBG ~. 1246 

Cabpbts— «M FwmUurt^ l^phoMary and OlBiiMffl...iaB2 

Catbbimo— «M JToCel.eCe ^ 12M 

Cats— «ee Doga^ etc 1255 

Cbmbnt akd Oobcbbtb... 1245 

Cbmbtbbt— «M Landacapt fhardening, etc ISR 

Chautauqua— «e0 JBntertainmantt etc 1258 

Chbmxcaui akd Chbmistbt 1245 

CHBM AMD CHBCKBBS 1245 

Chxldbbn. Cabbov J246 

Chika— «e« Pottery and Gtaaa 1210 

Ckxma Dboobatiok— «0e ArL. 1242 



^^**A B ^"^vvv ^VvSCwf Ovv ••••••••••••••■•• ••••••••••••••••••••••••••••••JSW 

CUBAKXKO AKD DTBXKB... 1240 

Clotbikb akd FUBKXBHIKB QOOSII ... ..... ...1240 

OoLJ> Btobagb— Me lee^ etc 1207 

COLLBCTOBS, NUMISMATIC, PHILATBUC. BTC 1240 

CoiiOBnro MATBBiAUi— «ee PabnUng^ He ' 12M 

--atao Cleaning and Dyeing^ etc 1240 

COMIKG COMTBMTIONS > 1251 

COMMBBCXAI. AKD IkDUSTBIAL. 1251 

OOMMBBCXAI. TBAVBLBBS 1K4 

COKCBBTB— «0e Cement and Concrete^ 1245 

OOKVBCnOKBBT AND ICB CRBAM 1254 

OONTBACTIMB, BXCAVATXNQ, BTO-... 1254 

OOKTBACTS (PUBUC) .... .1254 

Oo-opbbatitbTbadikg J254 

COBDAGB— «0e Miaeeltanetnu 1200 

OosMBTXOS— ase Boap, etc 12» 

OOTTOK - „.; 1254 

Cotton Qoona—aee TextUe. - 1207 

County Gotbbkmbkt— eee Municipal, etc^ J280 

CouKTBT LiFB— «0s Suburban, etc. 12N 

CBBAMBBT-«0e MUk, eU iSTf 

0B0CXBBT-«ee I^Mery and Staaa. ..J280 

CuuKABT-MC Jbod ond Cutlnary.^ 0212 

Daibt— «0s JAI*. elc 1270 

Dancing «..« « « 12M 

J^MtAMf m Mm^B ••••■••••••••••••••••••••••••••••••••••••••••••••••••••••••••••ASVV 

Dboobatihb— «0e PabUIng, sle:........^............ ...l»4 

Dbktax. .- ...1256 

DBPABTMBITT BTOBBi— «M JftoosHOfMOMfL. 0280 

A^VVB A-M^P ^k ^bXV**«*«««»««*«»««»«««9 •••••••••••••••••••••••••••••■•■•••aSSV 

DbaMATIO and THBATBIGAIi....... 

DbUOS ABD DBUG TBADB ....... 

Dbt Goods 

Dybinb ae a CUaning and J>yeimg. 

KDUCATIONAXfc..................M..........M 

B1.BCTBICAL « „„ J280 

Bmginbbbing— «ef Mechanieai and Mnglneertng^m 
alao OontraMng, etc 1254 

BNTBBTAIMMBNT, LTCBUM, CHAUTAUaUA, BTa.O2S0 



••••••••• •••••••■•••••••• •••«•. 



•■••••••••••••••••••«••••••••••• 



RZCAVATIN< 
BXPOBT TBADB.. 



C&ntraetUag^etc ..J2M 



Fancy Goods— ms Nbtkma and Jbney 0ooda. 

FaBM IMPLBMBMTB, TBACTOBS, BTO. 

Fashion 

Fbbd «e e Hay and JUaed...^ 

Fbbtiuzbb 

Financial ani) Banbxnb. 

FIBBMBN AMD POUCB. , 

Fish, Fuhbbibs and Fish Cultubh. 

FiTB AND TBN CBNT OOOOS... 



..J2S0 



J286 

.1280 

0200 

0281 

1201 

1281 

FLOBIST AMD FU>BICULTUBB 1281 



• •••••••••••••••••••i 



•••*•••••••••••«»•••••«•••••• 
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A Specimen Entry from Body of 
Ayers: Newspaper Annual and Directory 



JACKBON t, popw 2,105 (N 8); Caps OiSArnDSAV Co. (8.B.). po|K ST^OL 10 m. N. W. of 
OftpeGUmidMui. 8C JU. Iron Mtn. A Sthrn; Orp* GlrardaMi N*thni Rita. Trt. Xx^ 
Banka. Ftoar milli. tll« fheCory, Mck jwt^ ponttrj d i f ln c and wfrt gw attng pUuit. 
Ships wliMt. !!▼• slo^, eie. AoUt* trade onter. 

DeataoheryolkafreandfQermanjThanday .Jlepublloan 1888 18 18^x191 L50 1,100 

Fuu>nicK X. KiMi A Bao., Sdlton and PablUbMa. 



MlMonri Oaab-Book (Cr«et mote) ..Thoraday — .....J>emooimtio — 1870 IS ISfxlOi LOO tl.MO 
C. C. Ouvaa, Kdltor and PaNtaher. 

JACKSONVILLE, po|K •SOO (H 8): Ravsolpr Co. (N.a), pop. 96,188. 14 m. N. of 
Moberiy. watMMh B.R. TeL Exp. Bank. Coal mtninc, veoaral Iknnloc and nook ralatng. 

Times Friday........ Indepandent .. 13 11x171 1.00 

B. C. Lamxbnau. Bdltor and Put>Uiber. 

JAMESON, pop. HOO (B 2^ Datibss Co. (N.W.), pop. 17,00& 80 m. NW. of ChUlicothe. 
Wabash R.R. tM. Sxp. Banks. Farming stock xaislng. fnilt growins. 

Qem Thnrsday Independent.. 1918 18 11x171 1X0 tSOO 

AiXBM F. Wa2>k. Editor and PabllBhsr. 

J AME8FORT, pop. 611 (E 8) ; Davibss Co. (N.W.), pop. 17,60& 20 m. N. W. of ChiUicotbe 
Chic R. I. dt Psc R.R. TeL Exp. Banks. Mineral spring of medicinal value. Live 
stock and grain shipped. 

Gasette^ Thursday Democratic... 1877 18 13^x19] 1.00 660 

Thoicas R. Shaw, J a., Editor and Publisher. 

JASPER, pop. 661 (D 8) ; Jaspbb Co. (8. W.), pop. 89,678. 28 m. N.E. of Joplln. Mo. Pao. R.R. 
TtL Exp. Banks. Flour mill, grain elevators. Agrlcoitural district. Large stock shipments. 

News « Tharsday.. Local 1898 18 llxl7| 1.M 700 

ABTHua F. Drakx. Editor and Publisher. 

JEFFERSON CITY f, pop. ^12,780 (U 6) ; CoLB Co. (C), pop. 21,967. The State Capital. Oo 
Missouri R.. 110m. W. of St. Louis. Mo., Kans. A Tex.; Mo. Pac.: Chic. A Alton R.R8. Tel. 
Exp. Banks. Flour mills, foundry and machine shops, breweries, shoe, paper box. bottling, 
wagon, ice, overalls, broom, saddle tree and motor factories and other industries. Coal 
and limestone exist in vicinity. General trade center. State House, State Library, Lincoln 
Institute (a negro normal school), the State Penitentiary, etc. 

Capital News Morn. ex. Jfon... Independent.. 1910 18 164x191 4.80 %n§ 

CKhmLMa H. BocHANAK, Editor ; Capitai. Nbws PaivrxNO Oompakt (Inc.), Publishers. 

Democrat-Tribune Evg. ex. Sun Democimtlo — 1902 18 151x211 4.80 13tS 

I>emocrat-Trlbane~ Thursday I>emocratio 1875 18 13^x191 1.00 S,1M 

JosspH GoLOMAN. Editor; Coui Couinnr DaMOcaAT PaiMTxifa Oompakt. Publlsners. 

MlMonri School Jonrnal Monthly Bdaoational ... 1882 15 6x8i L26 t2,000 

WAUCxa A EUaais, Editors; liiasonai Sohooi. JonaMAij Pubushihg Cokpant. 

Missonrt Volksflreond (Qerman)..Thanday Ind.I>em.... 1876 18 154x20 IJM 2,285 

John F. Komstxb. Editor and Pabllsher. 

Mother's Appeal Monthly Philanthroplo 1914 15 5x8 LOO ^elStOM 

JuuA A. BAKxa, Editor; Bakkb Pvbushivo OoaroaATiOM. 

Post lSYg.ex.Sun Repablioan..... 1906 13 154x21 4.80 1,760 

Post. JSatnrday Repablioan 1894 18 154x21 IJOO 1.600 

JoaxpH SAiLxa, Editor and Pablisher. 

Weatam Messenger (Negro) Friday BapUit. 1800 18 184xl9| 1.00 1,600 

Jvo. GoiMS. D.D.. Editor and Puhlisber. 

JBRICO SPRINGS, pop. 806 (O 7); Csdab Ca (8.W.), pop. 16,08a 48 m. N. W. of Spring- 
Held. Nearest railroad sta.. Sheldon. Mo. Pac. R.ft. Tel. Exp. Banks. Coal, lead and 
sine. Mineral spring. Firs clay mines. Farming and graslng district. 

Optlo Friday Independent. 1888 18 154x21^ LOO 3(e4M 

A. M« HairNKH. Editor ; H. T. Hmpiraa, Pablisher. 

J0NE8B0RO, pop. 466 (K 5) ; Moittgomxbt Co. (E.), pop. 16,604. 71 m. W.N. W. of St Loals. 
Wabash B.R. TeU Exp. Bank. Mill. Farming. 

Joomal Tharsday .J)emooratio.... 1879 18 16^x191 IJOO 788 

J. T. A Mas. J. T. Jomss. Editors and Publishers. 

JOPLIN. pop. *82,848 (O 8) ; Jabpkb Co. (S. W.), pop. 89,678. 68 m. 8. Of Springfield. Ma 
A N. Ark.; Mq^ Okla. A Oulf ; 8L L A 8. Fxan.; Mo. Pac. ; K. City SHhrn ; Mo., Kans. 
A Tex. R.RS. Tel. Exp. Banks. Rich lead and sine minss: coal abundant. Bfanolbc- 
tures Include large lead works, cooperage works, large flour mills, eight foundries and ma- 
chine shops, and various minor industries. Agriculture. 

Afro-Amerioan Leader (Negro). ..Saturday ..Repablioan 1915 18 184x191 L60 

M1U.IS8A FuaLir<:;t7THaa, Editor ; C. W. CuTHxa, Publisher. 

American Zlno and Lead Joornal.Monthly MiningA Mtjg. 1915 17 81x114 1.00 1^400 

Fbamk Baaaf.a A Company. Putdishers. 

{Mom. ex. Jfon... Democratic... 1896 124 174x20 5.20 
A. B. C. Statement Iweek-dayt) , tl,S77 
Sunday edUion A, B, a Statement, M,tM 

P. R. OoiJ>BXir. Sdltor; Jopum Olobs Pubushimq Compamt (Inc ). 

Labor Tribone Friday Labor 1916 18 154x211 LOO 

JopuM Labob Union Association, Putxlishers. 

Missoari Trade Unionist Wednesday.. Labor 1907 13 184x20 1.00 2,600 

Chablbs W. Fbab, Editor and Publisher. 

(Evg. ex. SaL dr) Ind. Rep 1872 124 174x20 5.20 

News Herald •< /fun. (San. V A. B. C. Statement (weet-dttye), t^9l9 

(Morn.) ..} Sunday edUion...^.B.a Statement, lS.tS8 

L M. Davis. Editor ; Jopun Nbw8-Hxbai.d Nbwspapbb Company, PabUsheis. 

Southwestern Aatomobillat. Monthly •*• { GlMd'i^«&. } ^'^ ^ ^^^^® ^^ ^"^ 

Chabubs W. Fbab, Editor and Pablisher. 

World ^Friday Independent. 1915 18 18ixl9| LOI 

Chabubs E. Bbown, Editor and Pablisher. 



Ciaom.ATiON: Bold face— sworn, j^ Detailed statsmeat. X PohUabm^a t«v(M\. WsaoatMCU — 
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Questions for 
C!oininercial Indexes 

Student's name Per cent 

Teacher's name Hour reciting Date 

Have you read the directions on the first page of this sheet? Answer yes or no. 

1 — In what part of a city directoiy could a list of local hotels be found? 

2 — ir IX list of the hotels in each town of a state is desired, what publication should be consulted? 

3 — I r u list of the hotels in the United States is desired, what special directory should be consulted? 

4 — Wliat book is devoted especially to indicating where mailing lists of business firms engaged 
in almost any kind of business can be found? 

5 — a. Does the rating of "A*' in the Thomas register indicate the reliability of the firm, or a ^ 
certain capital invested? S 

b. Does the rating of "A*^ in the Moody Investors Service indicate capital invested or ^ 

safety of purchase of stocks and bonds? 

c. Does the Hendricks register give ratings? 

G — ^Which of the publications mcntione<l in the last question would give the name of the president 

of the Shredded Wheat Biscuit Company, and a brief history of the firm? ti^ 

7 — Which of the publications mentioned in question 5 would give a list of firms engaged in the 
manufacturing of typewriters in the L^nitcd States under the word "typewritere"? 

H — Give the surname f:T each cf the credit rating books wliich are not open to the public, and 
can be consulted only by subscribers. 

— Ciive the surname of the 1)ook wluf^h classifies the leading firms <;f the world under the article 
manufactured or tfie business conductetl, the title of which is, Directory of merchants^ 
shippers f and manufacturers of tlie world. 

10 — a. Give the surname of the Newspaper annual and directory explained iji the text. 

1). Is tills <lirert<iry arranpod under tlio names of the papers and magazines, or under 
the 8t:ite8 nnd t«)wiis in which tliey arc issued? 



c. 



Should the body (f this directory, (t im index t^) an appendix, be coiisulteii ti> find 
what papers are devoted to certain interests; dnijra, for examjile? 



d. To what word should <ine first turn in this dirertory t'» find the name of the editor 
of the Republican, publishe<l in Si)riTifrficld, Massachusctt.s? 

c. Give the second word whicli sliouM he consulted aljihabetically for question "d" 
abniive, and after it tlic third wortl. 

11 — a. The reiwrts of what city department slioiild \m consultetl to detenninc the expense of 
policing a city? 

b. Name two places where such rejwirts are usually file<l. 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ^^Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets best fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or ax 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — ^Encyclopaedias 

4 — ^Parts of a book 

6 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — ^Indexes to periodical literature; debates 

9 — Year-books 
10 — Conmiercial indexes 
11 — ^Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 






Experience has proved that the best results can be obtained if the work is 
begun in regular class recitations by a librarian or a teacher reading the text 
with the class. If conducted in this way, no previous preparation will be neces- 
sary, either Sy the class or by the one who conducts it. As the reading of the 
text proceeds^ it will be seen that important features of the reference books studied 
are emphasized by referring to the sample pages embodied in the text. With a 
little class direction of this kind the students can readily see the plan of the text, 
and can finish any unread pages independently as an assigned lesson for the next 
recitation. In classes composed of advanced students, or in cases of absence, 
the entire work could be done independently. 

The questions on the colored page fastened on the inside of the last cover 
are designed to emphasize important points and to systematize the work for 
class records. Blank spaces are left under the questions for the answers. 
When the questions are assigned as a lesson to be prepared out of class, and 
the answers are written from memory in the blank spaces during the class 
recitation following, the points are more thoroughly impressed than they are 
when the answers are written before coming to class, while having direct access 
to the text. 

A key, giving the answer to each question, together with its value on the 
scale of 100, will be found underneath the question sheet when it is removed. 
By means of this key, students can correct their own or another's work in 
a few minutes of class time, in case the librarian or teacher cannot give 
extra time to do so. 

Schools which ask a leading reference question in final examinations find 
that students give more attention to the work and therefore learn to value its 
importance. 

The foUoujing paragn^hs are taken front the 
Foreword of the First Edition 

Possibly the best way of presenting the points which it is hoped this series of 
lessons may emphasize is to quote directly from the preface of a Bulletin on 
''Library instruction in universities, colleges and normal schools," from the 
United States Bureau of Education, 1914 — No. 34. 

Many educators of note, as well as college and university librarians, 
have emphasized the urgent necessity of instruction and training in 
"book-using skill." 

The place of the library in the work of all departments is one of 
increasing importance. The library is a resource or reservoir from which 
the student should draw constantly for information and inspiration. 

Every month of delay in instructing him in the meaning 
and use of the library lessens the efficiency of his course. 

Every new student should be required to take 
some course in which is given definite practical instruction in the 
handling of library tools Such a course, more- 
over, should not only be required, but it should constitute a definite part 
of the work required for a degree. 



Public Documents 

Public Documents include publications of the nation, state, county and city. 
Many reports and special pamphlets issued by these governing bodies contain 
much very valuable material, the general nature of which should be familiar to 
every person, though most of the reports pertain to statistics, detailed local 
matters, laws, and other interests by far too cumbersome for examination except 
by those personally concerned. Reference work among public documents is a 
branch by itself. However, the plan on which they are issued should be un- 
derstood, and a few of the main publications made familiar. 

The affairs of government are usually managed by "Boards" or "Com- 
missions" having charge of different needs, within limited districts, such as 
Education; Health; Fire; Police; Lighting; Water; and many others. A city, 
for example, has its own local Board of Education; a county its County Commis- 
sioner of Education; and a state, its State Board of Education. The United 
States sustains a Bureau of Education, which receives reports from each state, 
issues valuable pamphlets, and serves as a center for unifying the educational 
interests and statistics of the entire country. 

A corresponding sequence is true for health reports; labor reports, and many 
others. A very close study is made of agricultural interests through state and 
United States Boards of Agriculture. The Agricultural Y ear-book , which is 
issued by the United States government in larger numbers than any other one 
book in the country, contains articles selected from the many publications of 
the United States Department of Agriculture. This year-book, which is of 
great value for agricultural subjects, can be found in most public libraries. 

Each individual Board in these vast numbers of cities, counties, and states 
is making a special study of conditions under its own care, and the United States 
government a corresponding study for the interests of the country as a nation. 
Even nations of the world interchange their documents. The great machinery 
of government is kept in operation through taxes which are collected by tax 
commissions under local, county and state control. Since public documents do 
not have to make money and are never advertised, we are apt to forget them, 
and thereby miss much valuable reference material. 

City Publications 

Many cities publish a manual, free, which indicates how the city is managed, 
who the officials are in different departments, and many other items. Each de- 
partment makes a yearly report of expenses and of the work which it has ac- 
complished. These reports are usually kept on file in local public libraries, as well 
as in the offices of the city departments themselves. It ia mti^T^s&Via^^V^ vsiassssss^ 
local reports occasionally. The number ol ^sJiXoiA o1 ^laXfcx ^xsssi:^^^^^ ^xss^'^ 



own city, the miles of water pipe needed to deliver them, and many other items 
connected with the water supply could be found in the report of the Water Com- 
mission. The number of fires, their causes, the amount of loss, and other items 
can be found in the reports of the Fire Commission. The number of pupils in 
each grade in the city schools, the value of school property, the cost per pupil for 
instruction could be found in the report of the Board of Education. Almost any 
item in connection with the government of a locality can be found by consulting 
the reports of the Board under whose management it falls. The report of what 
local Board or Commission should be consulted for such information as the fol- 
lowing: 

Number of cases of scarlet fever; 

Number of arrests made or of licenses granted; 

Value of the city parks; 

Number of books in the Public Library. 

State Publications 

Most states publish a volume each legislature giving a general survey of the 
work carried on by the state issuing it. The titles of these books vary in different 
states, but one of the following words is usually found in connection with the 
name of the state— "JIfantta/," ''Blue Book,'' ''Red Book;' "Directory,'' "Renter:' 
Every citizen should be familiar with the publication issued for his own state. 
The items included differ slightly in different states, but each one would probably 
contain: 

a. Constitution of the United States. 

b. Its own state constitution. 

c. Members of the United States Congress. 

d. Members of its own state legislature. 

e. Items of concern in each of its own counties. 

f . State institutions. 

g. Officials in prominent state positions, 
h. Index at back. 

Reports and publications from such state boards and commissions as the 
following should be recognized as sources for much valuable information: 

Labor Commission; Library Commission; Bank Commission; Dairy and Food 
Commission; Insurance Commission; Fish Commission; Board of Agriculture; 
Board of Education; Board of Health; Board of Corrections and Charities. 

Each state has its own laws published separately, and indexed. 

Monthly List of State Publications 

Aside from their regular official reports, most of these Boards or Commis- 
sions publish pamphlets containing special investigations made in their own 
fields. In order to create a center from which such reports can be made known, 
they are sent to the Library of Congress, in Washington, for record and cata- 
loguing. They are listed every month under the title, "Monthly list of state 
publications," and are indexed at the end of the year under author and subject. 
These reports and publications have a wider range than is generally supposed, as 

could be seen by consulting this index under such words as "milk," "ffies," 

birds/' ''music,'' "books." 
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United States Publications 

The work of the United States government is divided into ten departments 
as follows: 

1. Agriculture 6. Interior 

2. Commerce 7. Navy 

3. Justice 8. Post Office 

4. Labor 9. Treasury 

5. State 10. War 

Most departments are subdivided into bureaus and divisions, each branch 
of which publishes valuable reports and statistics pertaining to its own subject. 

Reports of investigations; resolutions; petitions; journals, etc., which are 
closely related to the immediate work of Congress, are issued in a series as 
"House" and "Senate" documents. These documents when bound are 
numbered consecutively from Congress to Congress. 

The publications from departments, bureaus, Senate and House fill between 
three and four hundred large volumes for each Congress. 

It is manifestly impossible to give more than a suggestion of this vast field 
of work in a brief outline. The following statement, taken from the "Price 
lists," is a description by the government itself of its own publications: 

'*The government of the United States is the greatest of all publishers of scientific 
works. It employs thousands of scientists ^ who are engaged the year round in making 
researches and investigations in all branches of agriculture, in geology, in mining, in 
electricity, in chemistry, in astronomy, in engineering, in aviation, in preventive 
medicine, in forestry, in irrigation, and in almost all other branches of scientific 
inquiry. 

The results of all these activities, from the most comprehensive and effective 
organization ever known, are constantly reduced to print and poured out in an inces- 
sant flood from the LARGEST PRINTING WORKS IN THE WORLD. 

The greater number of them are sold by the Superintendent of Documents, 
located in the government printing office. The government did not establish this sales 
office for the purposes of profit, but as a public convenience. The prices charged cover 
only paper and printing, no charge being made for the services of the statesmen and 
scientists who are the authors of the astonishingly varied books, pamphlets, periodicals, 
and maps, and no commissions being allowed to anybody. The documents even have 
the freedom of the mails and are sent without cost'' (postage). 

The Superintendent of Documents is not authorized to supply free copies 
of the documents themselves, and it is useless to ask him to do so. Frequently, 
however, individuals, libraries, schools, and other bodies that need these docu- 
ments for public use can secure certain ones free, from a congressman or from 
the bureau or department issuing the publication, so long as the "free list" lasts; 
thereafter they must be paid for, at cost of production, and ordered through the 
Superintendent of Documents. 
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Directions for Using 
Perforated Page of Questions and Key 

Which appear on tha refana alda of thia ootar 

The questions which appear on the reverse side of this oover, on a perforated 
colored sheet, are not difficult, detailed or ''catchy/' They are intended to 
emphasize important points and to systematize the work for class records. The 
answers, which can easily be given after the text has been carefully read, should 
be written, from memory, in the blank spaces under the questions, preferably in 
class time unless directed to do otherwise by the one in charge of the work. 

The perforated sheet should be torn out in the presence of the one conduct- 
ing the class and only after it has been filled in. When directed to remove the 
questions, insert pencil in the hole and rip around the perforated edges. 

A key. by means of which the work can be checked, is printed on the cover 
under the question page, but is not revealed until after the question page is 
removed. This key consists of the same questions, with the correct answer 
to each printed below it. 

The value of each question, on the scale of 100, is indicated after the answer 
in the key. By means of this key, students could correct their own or each 
other's work in a few moments, in case the librarian or teacher could not take 
the extra time to do so. 

If the one who corrects the paper finds an incorrect answer, the amount to be 
deducted should be placed on the outer right-hand margin, near the mistake. 
These amounts should be added, the sum subtracted from 100, and the result 
placed after the word "Per cent." at the top of the sheet. 

The questions arc asked in such a way as to admit of very little variety in the 
wording of the answers. However, if the wording of a written answer is mani- 
festly correct, and perfectly clear, but not exactly like the printed answer, of 
course no deduction should be made. Do not deduct for spelling, nor for 
abbreviated statements if they are perfectly clear. 

If the one who corrects a paper marks a question wrong which the writer 
considers correct, the two should examine the key together, or ask advice from 
the one in charge of the class. 
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Foreword 



This pamphlet is one of a series on the use of reference books. The complete 
series constitutes a second edition of ^'Reference guides that should be known and 
how to use them/' which first appeared in 1916 as a text book for high and normal 
schools. 

The revision treats important phases of reference work in separate pamphlets, 
thus making it possible to grade the work, or to select the pamphlets b^t fitted to 
meet individual needs. Generally speaking, any one of the pamphlets can be 
completed in two class periods plus time for the preparation of one lesson be- 
tween recitations. 

The entire course could be completed by advanced students in five or ax 
weeks of one class and study period per day. The work can also be scattered 
in different years. If one subject per term were given in consecutive order to 
English classes, in high schools, beginning with the B8 of junior high and ex- 
tending through the A12 of senior high, the work could be covered in two or 
three class and study periods per term; or, if familiarity with reference books is 
desired early in the school course, the most important subjects could be crowded 
into the early high school grades. The order in which the subjects of the pamph- 
lets are listed below suggests a logical sequence, whether the work is given 
slowly or rapidly or to lower or to upper grade students. 

1 — ^Webster's New International Dictionary 

2 — New Standard Dictionary 

3 — Encyclopaedias 

4 — ^Parts of a book 

6 — ^Atlases; city directories; gazetteers 

6 — Concordances 

7 — Library classification and card catalogue 

8 — Indexes to periodical literature; debates 

9 — Year-books 
10 — Commercial indexes 
11 — ^Important publications of city, state and federal governments 

The inclusion of specimen pages from the reference books studied makes 
it possible for each student to follow all illustrative examples without making a 
trip to a library and waiting to have access to the complete reference work. 
No library will furnish a sufficient number of copies of expensive reference 
books to supply large classes adequately for detailed study; neither could a 
library afford to have pages in expensive reference books as badly worn and 
marked as they would become if many students were required to consult them for 
prepared lessons. 
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Questions for Public Documents 



ieut's name Per cent, 



eacher's name Hour reciting Date 

Have you read the directions on the back of this cover? Answer yes or no. 

|f 1 — What publications should be consulted for: 

a. Leading city officials (Name city publication). 

b. Leading state officials (Name state publication). 

c. Leading United States officials (Name United States publication). 

2 — Which of the Wilsjn periodical indexes includes the Farmers* Bulletins, the Agricultural 



What United States government publication gives a complete daily record of the work of 
Congress? 

5 — a. What is the catalogue called which lists all United States publications for each congress, 
under author and subject? 

b. What keeps this catalogue up to date, between congresses, under departments? 

6 — What yearly United States government publication issues condensed tables of statistics per- 
taining to all departments? 

7 — a. All reports from all states are listed monthly by what library? 
b. Under what title? 
e. How frequently are these reports indexed by author and title? 

8- -What is the largest publishing house in the world? 

■ 

9 — What l.'nited States directory would list departments of the government, and mention the 
bureaus and divisions under each, togetner with the officials at the head of each main 
division? 



I 



8? 

m 

I 

Year-book, and the Bureau of Education Bulletins? 'S 

•& 

3 — a. From what office in Washington, D. C, can one secure small classified catalogues of the "S 
United States government publications, free? b. Wliat are these catalogues called? S 



09 






s 

10 — Name at leust six of the ten departments of the United States government. ^ 

11 — Give a r.)Ugh estimate (jf the number of large volumes required for the publications of each 
congress in the form known as "Congressional documents." 

12 — a. How frequently is a complete census of the United States taken? 

b. These reports, which constitute ten or twelve very large volumes^ ate CK^^Nsis^s^siM^ \&nj^ 
one large volume of tables under what name? 
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Directions for Using 
Perforated Page of Questions and Key 

Which appear on th« rerene dde of this eofor 

The questions which appear on the reverse side of this cover, on a perforated 
colored sheet, are not difficult, detailed or "catchy." They are intended to 
emphasize important points and to systematize the work for class records. The 
answers, which can easily be given after the text has been carefully read, should 
be written, from memory, in the blank spaces under the questions, preferably in 
class time unless directed to do otherwise by the one in charge of the work. 

The perforated sheet should be torn out in the presence of the one conduct- 
ing the class and only after it has been filled in. When directed to remove the 
questions, insert pencil in the hole and rip around the perforated edges. 

A key, by means of which the work can be checked, is printed on the cover 
under the question page, but is not revealed until after the question page is 
removed. This key consists of the same questions, with the correct answer 
to each printed below it. 

The value of each question, on the scale of 100, is indicated after the answer 
in the key. By means of this key, students could correct their own or each 
other's work in a few moments, in case the librarian or teacher could not take 
the extra time to do so. 

If the one who corrects the paper finds an incorrect answer, the amount to bo 
deducted should be placed on the outer right-hand margin, near the mistake. 
These amounts should be added, the sum subtracted from 100, and the result 
placed after the word 'Ter cent." at the top of the sheet. 

The questions are asked in such a way as to admit of very little variety in the 
wording of the answers. However, if the wording of a written answer is mani- 
festly correct, and perfectly clear, but not exactly like the printed answer, of 
course no deduction should be made. Do not deduct for spelling, nor for 
abbreviated statements if they are perfectly clear. 

If the one who corrects a paper marks a question wrong which the writer 
considers correct, the two should examine the key together, or ask advice from 
the one in charge of the class. 
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